BROOKSIDE METHODIST CHURCH
Gunthorpe Road

Peterborough,  PE4 7TG

Tel No:  01733 328192
Email:  contactbrookside@gmail.com
Website:  brooksidemc.org.uk

HEALTH AND SAFETY POLICY
This document has been prepared in accordance with the provisions of the Health and Safety at Work Act 1974 and the regulations made under it.

The policy is in three sections:

A – General statement of policy

B – Organisation and responsibilities

C – Arrangements

To all employees, voluntary helpers, contractors and users of the premises:
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.

A.  General Statement of Policy

The policy of Brookside Methodist Church is, so far as is reasonably practicable, to provide and maintain safe 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, as far as is reasonably practicable, the health, safety and welfare of all members of the congregation, contractors, hirers and members of the public who may visit the church premises, church grounds and any associated buildings.

We have completed Risk Assessments and will regularly review them.   We will carry out regular inspections as required.  The Church premises and equipment will be inspected and maintained regularly.

All users of the premises are asked to help us maintain a healthy and safe environment by reporting hazards, accidents and dangerous occurrences.  You are reminded that you are responsible for your own safety and the safety of others using these premises.

Signed       Anne Yeoman                                 
Position Held:  Health and Safety Officer

Date   24 March 2014 (accepted by Church Council)

Reviewed by:
Anne Yeoman




Position Held:  Health & Safety Officer

Date  23 April 2015

B.  Organisation and Responsibility
1.  Responsibility of the Church Council  
The Church Council has overall responsibility for health and safety and will ensure that arrangements are in place to satisfy health and safety regulations and appropriate Codes of Practice. The Church Council will ensure that this Policy is implemented and reviewed regularly, and that a Health and Safety Officer is appointed.
2.  Responsibility of Property Steward, Property Committee and Church Council members
The Property Steward, Property Committee and Church Stewards are responsible for the day-to-day implementation of the arrangements in this policy.

They will:  

1. familiarise themselves with health and safety regulations as far as they concern church premises

2. be familiar with this 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 that adequate access and egress is maintained

5. ensure that the church premises are clean and tidy
 Additionally, the Property Steward and Property Committee will:

1.    ensure that every organisation that uses the premises is aware of its responsibilities and has been given adequate training 

2. ensure that all plant, equipment and tools are properly maintained and in good condition and that all operators have received appropriate training

3. ensure that adequate fire fighting equipment is available and maintained 

4. ensure that food hygiene regulations and procedures are observed

5. ensure that safety equipment and clothing is provided and used by all personnel where this is required

6. ensure the church grounds are properly maintained
3.  Responsibility of employees, all voluntary helpers and users of the premises
1. to co-operate in the implementation of this policy and to take reasonable care of themselves and others whilst on church business or premises

2. to undertake training on Health and Safety arrangements


3. to comply with Safety rules, operating instruction and working procedures

4. to use protective clothing and equipment when it is required

5. to report any fault or defect in equipment immediately to the appropriate person

6. to report all accidents, injuries, near misses or potential hazards as soon as possible
7. not to misuse anything provided in the interests of health and safety
4.  Responsible persons



Position

   
Serious accidents, fire,



Organisation Leader/Senior Steward/Duty Steward/ 

dangerous occurrences and


Property Steward/H & S Officer 

 

reportable diseases



 

Accident book/accident


           Organisation Leader/First Aider/H & S Officer

or incident reporting

Fire equipment




H & S Officer/Property Steward

Fire Drills




Organisation Leader/Senior Steward



Testing emergency lighting system

Property Steward

Portable electrical equipment


Organisation Leader/H & S Officer/Property Steward

Electrical systems


           Property Steward

Plant and machinery



H & S Officer/Property Steward/Organisation Leader

Condition of floors



Organisation Leader/H & S Officer/Property Steward

Condition of church grounds


Property Steward/H & S Officer

Working at high levels 



Property Steward/H & S Officer

Manual handling



Organisation Leader/H & S Officer/Property Steward

Food preparation



Organisation Leader/H & S Officer

Kitchen Appliances



Property Steward/Organisation Leader/H & S Officer

Condition of Building/defects/glazing
          Property Steward

Heating system, gas water heaters

Property Steward

Health & Safety training


H & S Officer/ Property Steward/ Organisation Leader

Lights out and locking up 


Organisation Leader/ Senior Steward/Duty Steward

Contractors

                               Property Steward
C.  Arrangements

1.  Notification of faults and defects
Minor faults and defects should be entered in the notebook to be found above the pigeon-holes in the vestibule. 

Major faults, defects and potential hazards should be reported to the Property Steward immediately.
2.  Accidents and First Aid
The First Aid box is located on the kitchen counter top.  The Accident Book is kept with the First Aid box.  All accidents and incidents must be entered in this book; it is a legal requirement to report accidents.  Serious injuries, dangerous occurrences and reportable diseases must be reported to the H & S Officer immediately.

3.  Fire Safety
1. Brookside Methodist Church has a Fire Safety and Evacuation Procedure in place (Appendix 2 to this Policy).  This is reviewed on a regular basis.  A Fire Risk Assessment will be carried out every year.
2. To aid in detection and evacuation the following are in place:

· Adequate fire detection and fire fighting equipment is provided and maintained. 

· Fire extinguishers are checked every month by the Health and Safety Officer to ensure that they are in place and fully charged. 

· The Fire Alarm system is checked every month by the Health and Safety Officer.
· The fire fighting equipment and emergency lighting system are checked every 6 months by a qualified contractor. 
· All fire evacuation exits and routes are appropriately signed and are checked for clearance of hazards every month by the Health and Safety Officer.
3. Evacuation Procedure for services and church events where the attendance exceeds 200 people

·     All designated fire doors will be unlocked before the service or event

· A trained steward will be allocated to each door and have responsibility for persons in a specified part of the church building

· Responsibility for using each fire extinguisher will be allotted to named and trained persons

· In the event of an emergency (fire, bomb threat etc) an announcement to leave the building will be made

· Nominated persons will check areas such as the toilets before leaving the building

· Persons will assemble on the grass adjoining the Church car park

· The emergency services will be contacted immediately by a nominated person

4. Fire Drills

· All groups who use multiple rooms,  must undertaken Fire Drills once per term, i.e. three times per year. This includes Boys Brigade, Rainbow/ Brownies/Guides and Youth Club.

· Pre-School to undertake Fire Drills every half term.

· For all other groups, Fire Drills must be undertaken at least once per year.

· The Church Stewards must organize a Fire Drill annually to cover Church Services.
· Written notification of the date of this drill, signed by the group leader, should be placed in the

H' pigeon-hole addressed “Health and Safety Officer”.

5. Fire doors are to be kept closed.  Room doors should also be kept closed, but can be left open if   necessary for safeguarding purposes.

6. Any furniture introduced into the building must meet all current fire safety standards.  Furniture items are to be maintained and repaired as necessary
7. All group leaders and Church Stewards are to ensure that all escape routes and exit doors are clear of any obstructions and can be easily opened.
8. NO SMOKING IS PERMITTED IN THE CHURCH PREMISES
4.  Electrical Safety
1. A list of all our portable electrical equipment is maintained by the Health and Safety Officer. 

2. Any new portable appliances must be added to the list and be PAT tested. This should be arranged by the Organisation Leader responsible for the new appliance.

3. Plugs, cables and sockets are inspected regularly by the Health and Safety Officer to ensure there are no loose connections, worn flexes or trailing leads.  Any repairs needed are reported to the Property Committee.
4. All portable electrical appliances are PAT tested by a competent person every 2 years and any repairs are made by a qualified electrician (in accordance with 2005 regulations).

5. The electrical system will be tested and inspected by a qualified contractor once every five years.  Any remedial work will be carried out.

6. The emergency lighting system will be tested and maintained regularly including battery replacement by a qualified contractor following manufacturer's recommendations.

7. The lightning conductor system will be examined and tested annually by a qualified contractor.
8. All employees and voluntary helpers must observe the following:

· visually check all equipment before use

· report all faults immediately to the Health and Safety Officer and label the equipment “Faulty – Do not use”

· do not attempt to use or repair faulty equipment

· electrical equipment should be switched off and disconnected when not in use for long periods 

· flexible cables should be positioned and protected so that they do not constitute a trip hazard and are not subject to mechanical damage

· socket covers will be used on all applicable outlets

· no electrical equipment is to be brought onto the premises and used until it has been tested by a qualified person
5.  Gas Equipment Safety
The gas boiler and other gas equipment are maintained and checked annually by a qualified contractor who is registered with the Gas Safety Register.  Any work required for safety is to be implemented immediately.  Only contractors registered with the Gas Safety Register will carry out work on the church gas equipment.

6.  Hazardous substances
1. The Health and Safety Officer will maintain a list of all hazardous substances used in the church premises.

2. Where possible, we have eliminated the use of hazardous substances.  Where this is not possible, hazardous substances will be locked away and only used by persons with appropriate experience or training.  Protective clothing should be used where appropriate.   

3. Hazardous substances must be used only as directed on the containers.  They must be stored in containers bearing the name and safety hazards of the substances.

7.  Safety of Equipment and Machinery
1. The Health and Safety Officer will maintain a list of all items of plant and machinery.

2. Employees, voluntary helpers and organisations must not operatedequipment or machinery that they are not trained and authorised to use.  

3. Plant and equipment should not be used other than for its intended purpose and as directed.  

4. Any defect found to any item of equipment or machinery must be reported to the Health and Safety Officer.
8.  Slips, trips and falls
In order to reduce as far as is reasonably practicable the risk of slips, trips and falls the Health and Safety Officer will inspect the premises and grounds every month.  Any necessary repairs or remedial measures will be carried out.
9.  Lighting
In order to ensure that the premises and paths are adequately lit the Health and Safety Officer will inspect them every month.  The necessary safety precautions will be followed for replacing light bulbs.

10.  Manual Handling
Our policy is to eliminate the need for manual handling as far as it is reasonably practicable.

Where it is not possible to avoid the need to move loads we will carry out risk assessments and make use of lifting aids.

No-one should undertake manual handing tasks unless he/she feels comfortable with the task and has received appropriate training.

11.  Working at high levels
1. Non-one must work at height, or use step ladders, in the church unless they are familiar with the HSE guidelines and the selection, risk assessment and use of stepladders and working at heights  A copy of this can be found in the photocopier room.

2. No-one must work at height unless accompanied by another person who is capable of assisting in case of an accident.

3. WHEN ACCESSING STORAGE ABOVE 1M IN HEIGHT FROM THE FLOOR AND THE LOAD IS ABOVE HEAD HEIGHT A STEPLADDER MUST BE USED TO AVOID ACCIDENT.

4. The following areas are designated as high levels:

· Lighting in Church and Hall

· Interior gallery in the hall

· Flat roof

· Gutters

· Access to the loft space

· Anywhere above 2.5 metres in height

Only approved contractors or competent volunteers may work in these areas and HSE safety guidelines must be observed.

12.  Preparation of Food
Persons responsible for the storage, preparation and cooking of food must ensure that the appropriate regulations are adhered to.  Risk assessments will be carried out by the Health and Safety Officer every 6 months.  Records of the risk assessments will be maintained.  Any repairs, maintenance or remedial actions needed should be reported immediately to the Health and Safety Office or the Property Steward and will be carried out urgently.  

Persons responsible must ensure that the appropriate equipment is used for the correct storage and preparation of foodstuffs.

All food handlers should ensure that they are aware of the specific Food Safety Regulations for premises which are occasionally used for food preparation.  A summary of the requirements is kept beside the First Aid box.

13.  Hazardous buildings/glazing
1. Our policy is to ensure as far as is reasonably practicable that the premises are safe and without risk to the health, safety and welfare to all who work in and use it.

2. A risk assessment of the complete premises and grounds is to be undertaken annually by a team including the Property Steward. Actions will be undertaken in an appropriate time frame to address those items shown to be of medium/high risk.  

3. Where necessary temporary measures will be taken to ensure that there is no risk of accident or injury until permanent repairs can be carried out.

4. An asbestos survey of the premises has been undertaken by a qualified person. The building does contain low levels of asbestos, mainly relating the floor tiles and soffits. The asbestos report must be shown to all contractors and anyone else who may be affected. They should be requested to complete a form stating that they have read the report and will take appropriate action when working in any affected areas.

5. A check has been made of all glazing on the premises to ensure that any glass in windows, doors and beside doors are, where required by safety standards, of a safety material or protected against damage. Any glazing which needs to be replaced will conform to the required safety standards.

14.  Contractors
1. Anyone entering church premises for the purpose of carrying out work, other than an employee, voluntary worker of the church or other organisation which uses the premises, will be regarded as a contractor.

2. All contractors, including the self-employed, must:

· Have appropriate public and employers' liability insurance in place and have their own Health and Safety Policy.  A record of the evidence of this will be maintained.
· Comply with all requirements of the Church's Health and Safety Policy and Guidelines and co-operate with the Property Steward in providing a safe place of work and a safe system of operation.

· Where plant and machinery is brought onto the premises by contractors, be able to show where necessary that the equipment has been inspected and tested to ensure its safe operation.

· Contractors may only use sub-contractors or persons other than their own direct employees with the express permission of the Property Steward.  However, responsibility will remain with the contractors.

· All contractors will be given detailed instructions regarding the areas where they are permitted to work, the extent of the work they are authorised to undertake, and any safety precautions to be taken.
15.  Child Safety
The Church has a Safeguarding Policy, available to view in both the Vestibule and the lobby.  This statement is reviewed by the church council annually.
Parents are expected to supervise their own children at all times except when the children are under direct supervision by a designated group leader.
16.  Display Screen Equipment
It is our policy to assess the risks to all habitual users of computer workstations and to reduce those risks to the lowest level possible. Where necessary risk assessments will be carried out by the Health and Safety Officer.

17.  Lone Workers
Risk assessments will be carried out to assess the risks to persons working alone on the premises, and handling cash and other valuables.  Procedures will be published or displayed as appropriate.
18.  Risk Assessments
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(s) in order to meet our obligations under the Management of Health and Safety at Work Regulations 1999.
19.  Information and enforcement
Environmental Health Services



Employment Medical Advisory Service
Peterborough City Council



Health and safety Executive

01733 747474





Woodlands








Manton Lane Industrial Estate








Bedford

20.  Health and Safety Law Poster
A copy of the HSE poster “Health and Safety Law – what you should know” is displayed in the corridor.

Appendix 1

Legal Framework

· Health and Safety at Work Act 1974

· Management of Health and Safety at Work Regulations (1999)

· Electricity at Work Regulations (1989)

· Control of Substances Hazardous to Health Regulations (COSHH) (2002)

· Manual Handling Operations Regulations (1992 as amended)

· Health and Safety (Display Screen Equipment) Regulations (1992)

Further Guidance

· Health and Safety Law What You Should Know (HSE Revised 2009)

· Health and Safety Regulation – A Short Guide (HSE 2003)

· Electrical Safety and You – a brief guide to COSHH (HSE Revised 2012)

· Manual Handling at Work – FAQ (HSE 2018)

· First Aid at Work (HSE 2014)

Appendix 2
Fire and Safety Evacuation Procedure

On discovering a Fire:

· stop what you are doing immediately

· break the glass in the nearest available ‘Break Glass’ box to set off the alarm and to warn others

· evacuate the building by the nearest available Fire Exit, closing doors behind you

· an appointed leader must ensure all rooms and toilets are empty

· attack the fire if your escape route is blocked by fire, using the appliances provided, but without taking personal risk. If in any doubt leave the building immediately.
On hearing the Alarm:
· The Fire Warden or Group Leader is to ensure that the Emergency Services (999) are called immediately 
Brookside Methodist Church,   post code PE4 7TG 
· stop what you are doing immediately

· calmly walk to the nearest available Fire Exit as directed by the Fire Warden or Group Leader

· walk to the Assembly Point at the far side of the Church Car Park and report to the Fire Warden or Group  Leader there

· The Fire Warden or Group Leader is to ensure that everyone goes to the Assembly Point and stays there away from the danger

· Groups which keep a register must ensure that a leader is nominated to take it to the Assembly Point. Check that numbers/names on the register agree with those present and that all leaders are also present

· ensure clear access for the emergency vehicles

· The Fire Warden or Group Leader will liaise with the Fire Services when they arrive

DO NOT STOP TO COLLECT PERSONAL OR GROUP BELONGINGS

DO NOT ENTER THE BUILDING AGAIN FOR ANY REASON UNLESS AUTHORISED TO DO SO BY 
THE FIRE WARDEN OR FIRE BRIGADE
If authorised to return to the building the Fire Warden or Group Leader will be responsible for shutting off the alarm if the Fire Brigade do not do so
Specific procedures are in place for large services and events where the persons present exceed 200.
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