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    Information Sheet 11

Introduction
Health and Safety is a complex and multi-faceted area of legislation. It covers a wide range of issues which concern the daily life of a church, whether people or premises, such as fire risk, construction and maintenance, electrical and gas safety, inspection of premises, accident reporting, food handling, and many others. 
Health and Safety also specifically covers the protection of children and vulnerable adults, which is now known as ‘Safeguarding’, and has its own section on the Synod Website.

The various strands of legislation in place seek to ensure the provision of a safe environment for all church congregations and visitors, as well as groups who hire church premises and contractors. The principle legislation is set out in the Health and Safety at Work Act 1974 (supplemented by Management of Health and Safety at Work Regulations 1999). Some elements of this legislation are mandatory and others advisory. Simply put, Health and Safety is about reducing the chance of someone being harmed. It is not about eliminating risk, but controlling it.
There is a wealth of information on Health and Safety available on various websites. The information contained in this publication aims to set out the areas where churches need to have Health and Safety documentation in place, and offers signposting to useful websites or templates to assist with the preparation of such documentation. 
This information sheet and all accompanying appendices can be found in the Property section on the Synod website.
Health and Safety Executive (HSE)

Throughout this information sheet there are numerous references to the Health and Safety Executive (The HSE). This is the official government body responsible for most areas of Health and Safety within the workplace or public spaces. In addition to their enforcement role they provide free, comprehensive guidance on Health and Safety legislation and good practice on an excellent website which you will find at :-

www.HSE.gov.uk/
Reading a copy of the ‘Health and Safety at Work Act’ is recommended and available from the HSE website at:-
http://www.hse.gov.uk/legislation/hswa.htm
The Responsibilities of the Church as an Employer

Churches who are employers have a legal duty to provide a safe workplace for their employees. This ‘Duty of Care’ applies equally to volunteers, and therefore is a requirement for practically every church. Any guidance concerning employees in this Information Sheet should therefore be followed in respect of the Health and Safety of church volunteers. Similarly employees and volunteers have their own responsibilities under Health and Safety legislation and should be made aware of these at commencement of their role within the church.
Employers have a legal duty to ensure the health, safety and welfare of employees (or volunteers) at work (so far as is reasonably practicable). In general, this includes:

•
Making the workplace safe and without risks to health 

•
Ensuring any plant equipment or machinery are is safe (e.g. heaters) 

•
Ensuring work safety systems are in place and are followed 

•
Ensuring articles and substances are moved, stored and used safely 

•
Providing adequate welfare facilities 

•
Providing the necessary health and safety information (see below), instruction, training and supervision 
Employees have a legal duty to 

•
Take reasonable care for their own health and safety and that of others who may be affected by what they do or not do 

•
Co-operate with the employer on health and safety 

•
Correctly use work items provided by the employer – including personal protective equipment – in accordance with training and instructions 

•
Not interfere with or misuse anything provided for health, safety or welfare
Providing Employees or Volunteers with Health and Safety Information

This is best done at the beginning of service as part of the induction process. Employees and volunteers should be asked to read and sign acceptance of key Health and safety documentation. This includes, as a minimum, the Church’s Health and Safety policy, the Risk Assessment for the premises, the Fire Risk Assessment and Emergency plan, and the Asbestos survey. The employee should be given written copies of any documents requested.
Information sheet 11.1 provides a sample Acceptance Confirmation for your use, and this should be reviewed and re-signed annually. You can also download a copy from the Synod Website.
Reporting: If an employee believes there is a health and safety problem in the workplace, they should discuss it with their employer, supervisor or manager. If a satisfactory response is not received and an employee believes their employer is exposing them to risks or not carrying out its legal duties, the employee can contact the Health & Safety Executive as the statutory body covering safety in the workplace.
Additional Responsibilities for Employers with more than 5 Employees.
Where a church has more than 5 employees, including the Minister and volunteers with specific roles, Health and Safety legislation imposes further requirements. Where this is the case the employer must:-

· Draw up a Health and Safety Policy (see below) including the health and safety arrangements in force 

· Ensure all employees are advised on the policy
· Set up emergency procedures

· Provide adequate first aid facilities

· Make sure the workplace satisfies health, safety and welfare requirements in areas such as ventilation, temperature, lighting, sanitary and toilet facilities

· Make sure all work equipment is suitable for its intended use and that it is maintained in good working order. Such equipment might be an oven, computer equipment, mobile heaters, ladders, or garden equipment
· Prevent or adequately control exposure to substances which may damage health, for example, asbestos (see separate sections on Asbestos and COSHH -Control Of Substances Hazardous to Health)
· Take precautions against danger from flammable or explosive hazards, electrical equipment, noise and radiation

· Avoid hazardous manual handling operations, and where they cannot be avoided, reduce the risk of injury

· Provide free any protective clothing or equipment, where risks are not adequately controlled by other means

· Ensure that appropriate safety signs are provided and maintained

· Report certain injuries, diseases and dangerous occurrences to the appropriate health and safety enforcing authority.
If your church employs fewer than 5 staff, you may still choose to implement some of the above to achieve ‘Best Practice’
You will find two useful introductory guides covering Health and Safety basics on the following HSE webpages:-

‘Health and Safety Law – what you need to know’
http://www.hse.gov.uk/pubns/law.pdf
‘Health and Safety Regulation – a short guide’
http://www.hse.gov.uk/pubns/hsc13.pdf
The Church as a ‘Place of Work’ for others
Church premises are regarded as places of work when used wholly or partly by organisations or groups which themselves employ people to run their activities. Play groups, lunch clubs and day centres are the most obvious examples. Such users may themselves be employers with responsibilities under Health and Safety legislation. The necessary checks for ensuring other users have the right Health and Safety documentation in place are set out in Information Sheets 7 – 7.5 which cover all aspects of Hiring out church premises. Please refer to the Synod website.
Health and Safety Policy
For churches with 5 or more employees (and volunteers with specific roles) you must have a policy in place and it should cover the following points (This is optional, but also ‘Best Practice’ for churches with fewer than 5 employees and volunteers):-
· A safety policy statement – a statement of general policy, signed and dated 

· Who is responsible for what – overall, day-to-day, specific areas?
· Health and safety risks – what they are, action needed to remove/control them, who is responsible, and review timescales?
· Consultation with employees – who is the employee representative, and how staff will be consulted?
· Accidents, first aid and work-related ill health – who arranges and keeps records of work-related  injuries or health issues, where is the first aid equipment stored, who is the appointed person/first aider, who reports under RIDDOR*  (see below in Accident and Incident Reporting)?
· Safe plant and equipment – who is responsible for identifying when maintenance is needed, who draws up maintenance procedures, who receives reports of defects, who purchases new equipment?
· Safe handling and use of substances – who identifies hazardous substances, who is responsible for undertaking COSHH assessments, informing employees, reviewing assessments?
· Information, instruction and supervision – where is the Health and Safety Law Poster displayed (they can be obtained from the HSE) - who issues the equivalent leaflets, who supervises and trains any new recruits and/or young workers?
· Competency for tasks and training – who provides induction training, job specific training, keeps training records?
· Monitoring – who monitors conditions and safe working practices, who investigates accidents and work related sickness?
· Emergency procedures – who carries out fire risk assessments, how often are the following are checked: escape routes, fire extinguishers, alarms, evacuation procedures?
· Review the policy regularly (e.g. annually). 
Accident and Incident reporting

It is a legal requirement for each place of work to have a formal means of recording accidents and incidents.  Whilst you can use a traditional ‘accident book’ Data Protection regulations require all personal data to be held confidentially so you may prefer to use individual forms, using a fresh sheet for each incident (see below). This will avoid personal data concerning earlier incidents being seen by others making an accident report. Good practice guidance suggests such records should include potentially dangerous ‘near misses’ (for example a ceiling which falls down but does not harm anyone).  All church users should be encouraged to report any such occurrences and records should, as a minimum, contain the following information:-
· the date when the report is made
· who is making the report
· the date, time and place of the event

· personal details of those involved

· a brief description of the nature of the event 
· any injuries sustained
Each church should have a ‘responsible person’ who reviews health and safety incidents and ensures any actions necessary (such as repair, improvement, or a change to working practices) are implemented to eliminate the risk of an incident being repeated.

For a sample accident reporting form which you can adopt or amend for use, please see Information sheet 11.2, which is also available to download from the Synod website. A traditional book can be purchased from variety of sources including the Health and Safety Executive website (or cheaper online stockists).
*RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013)? – Under these regulations there is a specific list of injuries which need to be formally reported to the HSE. These tend to be injuries of a serious nature, including any which last more than three days, require hospital treatment or cause absence from work for more than 7 days after the injury occurred. You can read more about this at:-
http://www.hse.gov.uk/riddor/report.htm
To assist you with the preparation of a Health and Safety Policy, you will find a specimen policy, which can be used, or amended to your requirements in information sheet 11.3, and also on the Synod website.
Risk Assessment – buildings and property
Churches need to be safe, for the protection of worshippers, and all other users. Although churches are not inherently dangerous places, it is important nevertheless that any hazards present are identified, recorded and action taken where necessary. This process is known as Risk Assessment and this document is one of the cornerstones of a Church’s Health and Safety documentation.
To prepare a Risk Assessment a full inspection of the property needs to take place, along with an assessment of any potentially hazardous activities carried out within the building by employees or volunteers (for example using step ladders to work at height or lifting heavy items). The assessment should also include tools or equipment used (such as a ladder, hand tools, or portable heater).
There are no fixed rules for how a Risk Assessment should be carried out, and this does not necessarily require the services of a professional (it can easily be carried out by a competent member of the church). The Risk Assessment should however include:-

· Details of the risk identified?

· Who is at risk?

· Control measures currently in place?

· Further control measures necessary or which could be implemented?

· Any user-training required (such as how to use an electric hedge-trimmer)?

· Display Screen equipment if you have employees (this can be done separately if preferred and is usually carried out by the individual user)
· A set review period so the Risk Assessment is kept up to date
The HSE website contains a useful guide on Risk Assessments and Risk Management as follows:-
http://www.hse.gov.uk/pubns/indg163.pdf
To assist you in the preparation of your own Risk Assessment a blank template can be found in sheet 11.4, or you can use the sample completed assessment provided in sheet 11.4A. Both are available on the Synod website.
Visual Display Units
With increasing use of computers and/or laptops in the workplace, church employees and volunteers may also need to fill out a risk assessment for use of IT devices. You can find guidance on ‘Working with Display Screen Equipment’ on the HSE website using this link:-

http://www.hse.gov.uk/msd/dse/
Risk Assessments – People and activities

It is worth noting that some church activities involving people might also need a specific Risk Assessment. This would include such activities as Lone Working, Working whilst pregnant, or fun-day activities such as bazaars. If you need advice on people-related Risk Assessment, please contact the Synod Safeguarding Officer
Fire Safety

Of all the risks to users of church premises, fire represents the most dangerous hazard and although churches are not inherently dangerous places, the risks from fire should never be under-estimated. Trustees of the Church (Elders) are responsible in law for fire safety within their premises.
Fire safety is governed by regulations set out in the Regulatory Reform (Fire Safety) Order 2005. This legislation requires churches to ensure that fire safety risks are well managed, and that church users are protected from harm or injury caused by fire.
To comply with legal requirements churches need to:-

· Appoint a responsible person
· Carry out a Fire Risk Assessment 
· Regularly Review and update the Fire Risk Assessment as necessary
· Ensure that a fire can be detected, and that people can be warned in reasonable time

· Provide, maintain and service appropriate fire-fighting equipment
· Ensure safe exit from the premises for all users
· Have the necessary signage in place
· Make sure users of the building know what to do if a fire should occur
Responsible Person
The church needs to designate a person or persons to take responsibility for fire safety. This can be anyone with appropriate expertise who can give sufficient time to the role, and is able to keep adequate records.
Fire Risk Assessment (FRA)
In simple terms the Fire Risk Assessment is record of the condition of the premises when inspected with regard to fire risks. For organisations with more than 5 employees (include volunteers – see page1) a written record must be kept of the FRA. 
Carrying out the assessment
The FRA should cover 5 essential steps:-

1. Identify any fire hazards.

2. Identify people who might be at risk.

3. Evaluate, remove or reduce any fire risks
4. Be recorded and include an emergency plan and identify any necessary training.

5. Review and updated regularly, at least annually.
The fire safety checklist (see **below) is a handy guide to ensuring all steps are covered when carrying out a FRA.
When preparing the assessment you should record the following details:-
· emergency routes and exits 
· fire detection and warning systems, and signage
· fire-fighting equipment

· the removal or safe storage of flammable materials
· any obvious signs of damage (such as cracked sockets) which present a fire risk?
· evacuation plan in case of emergency
· arrangements for vulnerable people, for example the elderly, young children or those with disabilities

· information for employees and other people on the premises

· staff fire safety training
If repairs or a change of process is required to reduce fire risk based on the findings of the FRA, these should be recorded.

Church members are able to carry out their own Fire Risk Assessment if they feel competent to do so. Equally the church may prefer to commission a specialist contractor to inspect premises and prepare the written FRA. 

To assist in the preparation of a Fire Risk Assessment a blank template for your use is included in Information sheet 11.5 or if you prefer you can use the completed specimen assessment in sheet 11.5A. Both are available on the Synod website.
Fire Detection, Warning system, and fire-fighting equipment.

The church needs to have a warning system, which might be a simple case of a shouted warning, or could be a fire alarm. Alarms, and any associated equipment such as break-glass points, need to be tested twice-yearly by a qualified contractor.

Where fire-fighting equipment is provided, it must be kept in good working order. Fire extinguishers need to be tested annually by a specialist contractor. Regular users must be trained on the use of any fire-fighting equipment provided
Lightning Protection System Testing: According to the regulations...it should be inspected every 12 months. 
Emergency Plan

The Church’s emergency plan should clearly set out what users are to do in the event of a fire. It needs to cover information such as exit routes, fire muster point, and the evacuation strategy. Special consideration must be given to safe exit for disabled or vulnerable users. 
Building works
It is not a legal requirement to bring existing buildings up to modern standards of fire-safety compliance, but a church may wish to do so for safety reasons. Any additions or alterations to existing premises however (such as an extension, or refurbishment of an area) need to comply with current fire regulations, and this is usually dealt with by the acting ‘Contract Manager’.
For further reading and helpful guidance on fire safety:-
A short guide to the Regulatory Reform (Fire Safety) Order 2005 can be found on this webpage:-

https://www.gov.uk/government/publications/making-your-premises-safe-from-fireGeneral guidance on managing fire safety in the ‘workplace’ can be found on this government website:-
https://www.gov.uk/workplace-fire-safety-your-responsibilities
**You will find a handy checklist of the 5 steps to fire safety on the following government website:-
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/14899/fsra-5-step-checklist.pdf
Specialist guidance on fire prevention and fire safety management for small to medium places of assembly, which is specifically aimed at churches and (village) halls, can be found on the following webpage:-
http://www.communities.gov.uk/publications/fire/firesafetyrisk7
The Safer Places of Worship website also contains comprehensive guidance on managing fire safety in accordance with current regulations. You will find this information at:-
http://www.spow.co.uk/legal-regulatory/fire-safety-guidance.php
Electrical Safety and Installation Testing (also known as periodic testing or safety check)
The law requires you to maintain safe electrics but does not specify an actual frequency for safety-testing. Much depends on the age and condition of the electrical installation in its present state.  
Good practice guidance recommends that for rented properties an electrical installation test should be carried out every 5 years, and this standard should likewise be applied to manses.  Other times when an electrical safety check may be advisable is when taking on a new property (eg a new manse), or re-letting an existing property in the church’s ownership. For the church itself a test every 10 years is usually adequate unless electrical faults are indicated (for example repeated tripping of fuses) or the Electrical Contractor recommends an earlier re-inspection. 
The safety test checks electrical safety against the UK standards for electrical safety ‘BS 7671 – Requirements for Electrical Installations (IET Wiring Regulations)’.  Items tested include wiring, fusing and earthing arrangements, sockets, switches and usually any electrical fittings.
You should use only a registered electrician to carry out your electrical safety check, who will provide you with an Electrical Installation Condition Report on completion of the test. This will advise on any unsatisfactory items requiring immediate attention, but also where improvements are recommended – such as modernising an older-style fuse-board.
There is no legal requirement to bring an electrical installation in line with current regulations. It is advisable however in most cases to act on professional advice given following a safety test.  

You can find additional helpful information on Electrical Safety, including a list of electricians registered under one of the government-approved schemes, from Electrical Safety First. ESF is a charity, recognised by the government as a leading authority on electrical safety and you will find their website at:-
https://www.electricalsafetyfirst.org.uk/
(PAT) Portable appliance testing 

Previously all portable electrical appliances needed to be tested annually. Stationary and IT equipment being used by the public should be PAT tested every 12 months. Portable and handheld equipment which falls under Class II should be tested every 6 months, and Class I equipment should be tested every 6 months. Commercial kitchens should have their portable and handheld equipment tested as often as every 6 months. New appliances are exempt for the first 3 years so will only need testing in their fourth year.  Otherwise, all portable appliances should be tested and this will include chargers for any church-provided laptops or mobile phones, as well as equipment such as projectors or CD players in addition to any portable electrical kitchen equipment As with all testing, contractor prices vary so it may we worthwhile shopping around, particularly if you have a large number of items to be tested.
You can find additional helpful information about PAT testing at the HSE website:

https://www.hse.gov.uk/electricity/faq-portable-appliance-testing.htm
Gas Safety Test

It is a legal requirement for a gas safety test to be carried out annually by an appropriate contractor, who must be registered as an authorised gas tester on the ‘Gas Safe Register’. All gas appliances must be tested which includes boilers and cookers. The contractor will issue a safety certificate once the test has been completed and this should be retained with church records. If any appliance fails the test, remedial works should be carried out promptly. The contractor may disable an appliance or equipment which has failed and is potentially dangerous until such time as it is repaired.
When letting a property the tenant must be given a copy of the current gas safety certificate.

Carbon monoxide Detectors
As of 2015 Carbon monoxide detectors are a legal requirement in commercial and let properties (including houses and manses), and are best practice elsewhere. Carbon monoxide poisoning, whilst rare, is potentially fatal and the gas itself, which is a by-product of burning fuel, is odourless, thereby giving the potential victim no warning.
Detectors are inexpensive and usually take the form of a small device which is fitted in the room where risk items – such as fires, boilers or cookers – are located.. If the detector does not have a fixed pre-set shelf-life, then it should be tested regularly.
Asbestos

Asbestos is a potentially lethal material used frequently in building materials until its risk to health was fully understood, leading to a total ban on use in late 1999. Inhalation of asbestos fibres places an individual at severe risk of several lung diseases and therefore work involving asbestos is highly regulated.
There are 3 different types of asbestos, blue, brown and white. It is difficult to identify which type of asbestos is present, and white asbestos is less harmful then other types. However all forms of asbestos should be considered dangerous. The Health and Safety Executive (HSE) advises that building managers should assume that asbestos will be present to some degree unless a property was built after 2000.  The versatility of asbestos as a fire-resistant insulator means it was widely used in many parts of building, including, but not restricted to:-
· Roof tiles

· Cement

· Textured wall coatings

· Soffit and fascia boards

· Ceilings and floor tiles 

· Artexing
· Lagging and insulation boards
The Church, as a manager of non-domestic premises has a legal duty to protect users of its buildings, including contractors from the risks of asbestos. Current regulations came into force in 2016 and include an Approved Code of Practice (ACOP) which must be followed.
Simply put the code of practice requires the Church, as a property manager, to do the following:-

· Take reasonable steps to identify if asbestos is present, or to prove that the premises are asbestos-free
· Keep up-to-date records of the location of asbestos
· Draw up, implement and regularly review plans for managing risks to health from asbestos exposure
· Provide information on the whereabouts of asbestos to anyone who may come into contact with it (such as contractors)
Churches should comply with the legislation by commissioning a suitably-qualified contractor to carry out a formal asbestos survey and management plan, which is then shared with any contractors working where asbestos is present.  The Synod will reimburse 50% of the survey cost on receipt of the invoice and a copy of the report.
There is a wealth of information on managing asbestos, including the Approved Code of Practice on the Health and Safety Executive’s website which can be found on:- 
http://www.hse.gov.uk/asbestos/
Legionnella testing
Legionella refers to a range of water-borne bacteria which cause Legionnaire’s, and similar associated diseases. Although relatively rare, Legionnaire’s disease can be fatal if contracted. Systems where water is stored or maintained at temperature are the risk areas, and both employers and landlords have a legal duty to ensure any premises is assessed and risks of the disease minimised. If required a simple test can be carried out by an approved contractor, who will also advise of any work or improvements needed to existing equipment to reduce future risks (such as draining down and cleaning out an old water tank in a loft)

You will find lots of useful information on this subject on the following government website :- 

http://www.hse.gov.uk/legionnaires/
Smoking

In 2007 smoking was banned in the workplace and public buildings, including churches or places of worship. The church has a legal duty to ensure the ban is enforced and that signs are displayed to inform church users that it is illegal to smoke on the premises. Smoking in inappropriate places is the cause of many fires, which can lead to damaged buildings or equipment or cause injury to users and therefore must be avoided.

Working at Height
This will most likely occur when someone is using a ladder or step-ladders, for example to change a light bulb, clean windows or carry out a minor repair. The risks of working at height should not be underestimated as significant injury can be sustained from even a short fall. Before any ‘work at height’ takes place, consideration should be given to ensure:-

· the work is properly planned and organised

· those involved competent to work at height
· risks have been assessed, and appropriate work equipment has been selected
· equipment such as ladders or stepladders is properly inspected and maintained
For further information on working at height please refer to the following HSE webpage:-

http://www.hse.gov.uk/pubns/indg401.pdf
Manual handling

This activity covers any lifting, supporting moving items. Many work injuries (and approximately one third of all days of sick-leave) arise as a result of poor techniques when lifting or carrying items. 
The responsibilities of the Church are to:-
· avoid hazardous Manual Handling Operations so far as is reasonably practicable 

· assess any hazardous Manual Handling Operation that cannot be avoided 

· reduce the risk of injury so far as is reasonably practicable.
Like all assessments, common sense should be employed and simple measures can significantly reduce the risk of injury or accident. Some key considerations include :-

· Is there equipment (such as a trolley) which can be used to transport loads?
· Can a big load be broken down into smaller, safer loads?
· What is the safest route, avoiding obvious hazards such as stairs?

· Is the person carrying the load wearing appropriate clothing (for example avoiding loose clothing or flimsy footwear)?
· Are there any underlying health issues which lifting could affect?
· Does an operation require more than one person?

· Will protective equipment (such as gloves with a grip) reduce risks?
If you would like to read more about safe manual handling you will find the information guide ‘Getting to grips with Manual Handling’ on the HSE website on the following page:-
http://www.hse.gov.uk/pubns/indg143.pdf
Working with tools and equipment

As with any other ‘employee’ process, it is the church’s responsibility to ensure that employees or volunteers working with tools and equipment are competent to carry out the work required, and that the tools or equipment used are fit for purpose and in good working order.
Carrying out a simple risk assessment on a planned activity is advisable when tools or equipment are being used. Whilst this will very much be based on ‘common sense’ consideration should be given to the activity as a whole so considerations might include any of the following:-
· Is the person competent, fit and able to carry out the work?
· Are tools in good working order (cutting blades, power cables, protective features)?
· Is personal protective equipment needed and available for use (gloves/goggles/ear-defenders etc) and is appropriate clothing being worn?
· Can the person safely carry out the task alone?
· Will the worker carry out the task in a careful and safety-aware manner?
There is a temptation to consider a routine task such as mowing a lawn or fixing a shelf as ‘no different than at home’. However this is not the case, as any accident or injury caused to employees or volunteers whilst working within church property or grounds needs to be dealt with as a ‘workplace’ incident.
If the church is employing professionals to carry out works, it is advisable to check that they have a policy for working safely with tools or equipment.

You can read more about ‘Personal Protective Equipment (PPE) at work’ in the HSE publication on the following webpage:-

http://www.hse.gov.uk/pubns/indg174.pdf
Lift inspections
Moderns lifts are well designed with inbuilt safety features, such as vocal commentary on lift movements, and door sensors which stop closure until users are safely inside the carriage. Older lifts do not have the same high specification, and any faulty or poorly-maintained lift can become a source of risk to users.  It is therefore advisable to have a regular regime of lift inspection, usually 6-monthly, and this is often provided through an annual contract with a specialist lift contractor.
Full guidance on lift inspections and other safety requirements can be found in a booklet, ‘Thorough examination and testing of lifts’ which can be obtained on the HSE website on the following web page.
http://www.hse.gov.uk/pubns/indg339.htm
Driver and vehicle safety

'Driving at work' covers a wide range of circumstances where an employee (or volunteer) is using their vehicle to carry out a church duty. This might include making a delivery, or attending a meeting. All employees who drive as part of their church activities should ensure their car is taxed, insured, has a current MOT and is in roadworthy condition.  Standard driver checks should be carried out before any journey, particularly a long distance. Caution should be exercised whilst driving, particularly if carrying passengers.
It is illegal to use mobile telephones while driving, and whilst hands-free ‘phone-operation is legal, it still poses the risk of diverting attention from the road, so should only be used when absolutely necessary.

Protecting against harmful materials (COSHH)
The use of potentially harmful materials is governed by COSHH (Control of substances hazardous to health) 2002 Regulations.
All products with the potential to cause harm (such as bleach, detergents, paints and solvents) are covered by COSHH regulations, which require all users to be provided with the manufacturer’s recommendations for safe use of the product. This can be a special leaflet or guidance for use printed on the product itself. Users should always try to find the product for the job which has the lowest risk, and then should only use an amount sufficient for the task in hand.
Chemicals which are potentially dangerous should be stored safely while not in use, possibly in a locked cupboard, and should never be left in places where children may be able to handle them.

Consideration should also be given to protection against other harmful materials arising from activities, for example wearing a suitable face mask and protective eye-wear when carrying out tasks which generate dust (such as sanding timber)

Any personal protective equipment (PPE) required to protect against harmful materials should be provided by the employer.
You can read more about COSHH on the following HSE webpage:-
http://www.hse.gov.uk/coshh/
Safety during building works

Churches have a responsibility under the CDM (Construction Design Management) Regulations 2015 to ensure a safe environment is provided for all contractors. This is covered in detail in Information sheet 3 ‘Property Management and Repairs’.

Contractors

Churches should ensure any contractor employed to carry out work of any type is competent, and that work proceeds in a safety-aware manner. It is essential to check that the contractor has Public Liability Insurance in place before any work commences.
Food Hygiene
Food and drinks are often provided at church-run community and social events. Whilst charities do not need a formal Food Hygiene certificate to provide catering, there is still a requirement to pay careful attention to food hygiene.
Further information on this subject can be found on the following website which has a page dedicated to charities and social events.

https://www.food.gov.uk/business-industry/caterers/food-hygiene/charity-community-groups
Fun days or activities.

It is worth noting that some ‘social type’ activities run by the church as a group may also need to be risk-assessed. This supports the church’s position in the unlikely event of harm, injury or damage occurring during social events. Some events may require special insurance cover so you should consult your insurers at an early stage when planning events.
Insurance
The premises and activities of the church need to be adequately covered by insurance against damage to the building and claims by users. It is important to include cover for accidental damage to ensure all risks are covered. Note also that the church’s insurance certificates must be retained to provide a permanent record of continuous insurance. Such information can prove essential should an insurance claim be submitted against the church for a historic incident. Should the church elect to close at some future stage, this information will need to passed to the Synod for future reference.
Further Practical considerations

Churches are recommended to take the following actions. Once put in place, any arrangements should be reviewed annually and review details recorded.
· The church’s responsibility for Health and Safety should be formally acknowledged by the Church Meeting and the Elders’ Meeting. The day-to-day responsibility lies with the Elders’ meeting who may nominate an individual to act on their behalf. 
· The church should ensure that third party users comply with the Health and Safety regulations and should issue users with its Health and Safety Policy 

· Premises and the grounds should be inspected regularly (usually quarterly), records kept and any potential hazards dealt with, noting the following:-
· A good standard of general cleanliness and tidiness should be maintained to avoid build-up of combustible materials which are a fire risk. 

· The adequacy and proper functioning of lighting, heating and ventilation, especially checking that light bulbs are functioning in areas where there is no natural light 

· Ease of access and movement, particularly freedom from obstruction of doors – especially any emergency exits, and corridors 
· Any tripping hazards should be removed or repaired
· In addition to PAT testing (page 4) tools, equipment and machinery should be checked before and after each use to ensure they are in good condition. This might include ladders or scaffolding, garden equipment, electrical equipment, sockets or cooking equipment. Look for fraying cables, damaged or cracked sockets, and any signs of significant ‘wear and tear’
· The security of the building during the hours when it is not being used, should be considered 
· It is useful to draw up a Health and Safety Calendar with a month-by-month list of routine Health and Safety tasks according to their frequency – see Information sheet 11.6, or download a copy from the synod website.
· A first aid box should be supplied for the church and any other buildings or premises (i.e. offices).  Contents should be regularly checked and replenished as required. Only those items permitted should be kept in a first aid box (see St John Ambulance or Red Cross website for a list of contents:-

· www.stjohnsupplies.co.uk ; 
· www.redcrossfirstaidtraining.co.uk/?page=FASupplies 
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Further advice and publications

If a church is in doubt about its legal obligations on Health and Safety, advice should be sought from the relevant body or a specialist adviser. Inquiries can also made to the Synod office. 
There are many websites apart from the HSE which offer information, practical advice and other resources to support those with Health and Safety responsibilities. These include:-
· www.rospa.co.uk – the Royal Society for the Prevention of Accidents 

· www.tuc.org.uk/h_and_s - the Trades Union Congress health and safety section 

· www.iosh.co.uk – the Institute of Occupational Safety and Health – Europe's leading body for health and safety professionals 

· www.workplacelaw.net – a subscription website for UK employers and managers, specialising in employment law, health and safety and premises management 

· www.britsafe.org – The British Safety Council – a leading occupational health, safety and organisation, again a subscription website.
Church Specialists

The Methodist Church website is a useful source of guidance. Look for information in the Property Section under Health and Safety at the following webpage:-
http://www.methodist.org.uk/ministers-and-office-holders/property/handbook/health-and-safety
Of particular value is a comprehensive handbook of Health and Safety guidance notes at:-

https://www.methodistinsurance.co.uk/images/mic-health-and-safety-guidance-notes.pdf
Safer Places of Worship
This website gives lots of helpful information about how to keep church premises and people safe. The main website can be found at:-

http://www.spow.co.uk
There is a useful summary of health and safety obligations on their webpage:-

http://www.spow.co.uk/heath-safety-obligations
The Property & Trust Officer

The United Reformed Church South Western Synod

20 Paul Street

Taunton

Somerset
TA1 3PF
Web:  
www.urcsouthwest.org.uk
Tel:
01823 275470

Email:
property@urcsouthwest.org.uk
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