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Clifton Diocese Health, Safety and
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Introduction

This is the Health, Safety and Welfare Policy for Clifton Diocese and sets out the
obligations under Health and Safety Law and how this is applied to the organisation.

This document is set into 2 parts. The first is the health and safety policy, which is
approved by the Trustees of Clifton Diocese. The second section consisting of the
appendices, these are considered as procedural documents to support the parishes in
implementing the Health and Safety Policy.

The appendices may be edited by the Curia’s Property Services to provide guidance for
parishes without approval of the Trustees.

Document History

Date Version | Author Comment

7/3/25 | V0.1 lan Yarrow | Draft rewrite from previous HSW Policy 2018
approved by HSW committee

10/9/25 | V1.0 lan Yarrow | Approved by Bishop MacDonald & Board of
Trustees
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SECTION 1: Bishop's Health and Safety Statement of
Intent

It is our shared responsibility to ensure that our environments are safe and welcoming places
for all who enter. Our commitment to health and safety is not merely a legal obligation but a
reflection of our Christian duty to care for one another. In this spirit, | am pleased to present our
Diocesan Health and Safety Policy.

Clifton Diocese is dedicated to fostering a culture of safety and well-being, ensuring that every
member of our community—whether clergy, staff, volunteer, or visitor—can engage in liturgy
and service without concern for their safety. This Policy outlines our commitment to maintaining
the highest standards of health and safety across all our activities and premises.

Our Commitment:

Protection and Care: We pledge to safeguard the health, safety, and welfare of all individuals
associated with our Diocese. This includes those working in paid or voluntary capacities, as well
as members of our congregations and visitors to our churches and other facilities.

Safe Environments: We are committed to providing and maintaining safe environments,
ensuring that our buildings and activities do not pose risks to health and safety. This involves
regular risk assessments, the implementation of safety measures, and ongoing monitoring and
review of our practices.

Education and Training: We will ensure that all clergy, staff, and volunteers are equipped with
the necessary training and resources to understand and fulfil their health and safety
responsibilities. This includes promoting awareness and understanding of potential hazards
and the procedures in place to mitigate them.

Continuous Improvement: We recognize that maintaining high standards of health and safety is
an ongoing process. We are committed to continually improving our practices and policies,
learning from past experiences, and adapting to new challenges as they arise.

As we move forward, let us do so with a spirit of cooperation and mutual respect, mindful of our
shared responsibility to protect one another. | invite each of you to engage actively with this
policy, ensuring that our Diocese remains a safe place for all.

May God bless our efforts and guide us in our mission to serve with compassion and care.

+Bosco MacDonald

Bishop of Clifton
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SECTION 2: Organisation
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The Bishop and the Board

The Bishop and Board of Trustees (Diocesan 'Duty Holders') have overall responsibility for
effective health and safety management within the Diocese. Their key duties and

responsibilities include:

Obtaining relevant health and safety training to understand their responsibilities.
Including appointing a Health and Safety Champion from within the Trustees or senior
management.

Ensuring an effective Health and Safety Sub-committee is implemented and
maintained, with meetings held at least twice annually.

Setting the strategic direction for the Diocese in terms of health and safety
management.

Ensuring an appropriate Health and Safety Policy and arrangements are prepared and
implemented throughout the Diocese.

Periodically reviewing the ongoing effectiveness of the Health and Safety Policy and
arrangements.

Demonstrating commitment to effective health and safety in all relevant decisions (e.g.,
prioritizing budget for health and safety).

Establishing appropriate reporting procedures and clear lines of accountability for
delegated decision-making or actions.

Recognizing the potential overlap between health and safety and safeguarding matters
and ensuring both are considered appropriately.

Ensuring new clergy receive health and safety induction upon appointment.
Additionally, the Board of Trustees (as the Employer and Responsible Person) has a
general duty of care to protect the health, safety, and welfare of paid workers and others
affected by the Diocese's activities. They should provide leadership in provisioning
suitable and sufficient health and safety management arrangements, including:
Providing a written health and safety policy statement.

Ensuring adequate resourcing for health and safety management.

Ensuring access to competent advice and support on health and safety matters.
Establishing health and safety as a regular agenda item at Board meetings.

The Board should also plan, implement, monitor, and review health and safety
arrangements, seeking assurances that risk control measures are in place, training and
competency needs are identified, emergency planning is up-to-date, and performance
is audited regularly.

The Moderator of the Curia & The Chief Operating Officer

The Moderator of the Curia will ensure the Chief Operating Officer (COO) plans for effectively

implementing the strategic direction set by the Trustees. Duties include:

Developing a robust Health and Safety (H&S) policy.
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Ensuring competent personnel are appointed to advise on H&S, providing necessary
training, measuring and improving H&S performance, assigning individual H&S
responsibilities, conducting risk assessments, implementing control measures,
selecting and monitoring contractors, and having a system for recording and
investigating incidents.

The COO is accountable for strategically managing H&S on behalf of the Bishop and
Trustees but delegates operational implementation to Parish Priests, Department
Heads, and Vicariate Leads.

The COO follows a Plan-Do-Check-Review cycle, establishing a H&S Committee,
allocating resources, agreeing on strategy/objectives, determining risks, defining
competencies, auditing, implementing the policy, raising awareness, inspecting, and
reviewing performance.

The COO ensures the Trustees' H&S responsibilities are met, including:

Compliance with legislation

Implementing and reviewing the policy

Providing adequate resources

Enabling communication and consultation

Reporting to the Trustees

Ensuring proper insurance coverage.

The COO is assisted by the Property Manager, H&S Property Officer, Parish Priests, and
Department Heads in discharging these duties.

Department Head (Property)

In addition to Departmental Heads of Curial Offices (see below):

Oversee health and safety compliance.

Guide the Health and Safety Coordinator as necessary on specific tasks to fulfil
legislative and policy requirements.

Attend Health and Safety Committee meetings

Establish systems for identifying, examining, and maintaining buildings, structures,
plant and equipment.

Ensure competent personnel are appointed, as appropriate to conduct examinations
and remediate defects.

Analyse data and recommend improvements to the Health and Safety Committee.
Maintain effective communication on property and facility management health and
safety.

Ensure statutory and non-statutory examinations occur at appropriate intervals and
maintain required records.
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Departmental Heads of Curial Offices

Departmental Heads/Leads are responsible for implementing the health and safety policy and
overseeing day-to-day health and safety matters within their area, including line management
responsibilities for their department.

Their key duties include:

e Ensuring they understand their health and safety responsibilities and are competent
through relevant training.

e |dentifying risks via risk assessments and implementing appropriate control measures
with competent advice.

e Providing necessary information, instruction, training, and supervision to
staff/volunteers on health and safety.

e Ensuring incidents are properly recorded, reported, investigated, and risk assessments
revised accordingly.

e Only appointing contractors who demonstrate compliance with health and safety
legislation.

e Planning by identifying risks, providing opportunities for discussing health and safety,
and assessing new projects/equipment.

e |Implementing processes for risk assessments, supporting a strong safety culture, and
including health and safety in meetings.

e Checking that processes are carried out, actions implemented, statutory examinations
done, and seeking advice as needed.

e Regularly reviewing risk management systems and making improvements based on
internal/external information.

e Establishing means for reporting concerns, implementing safe practices, providing first
aid/accident reporting.

e Managing contractor appointments to avoid additional risks.

e Ensuring rented/leased properties comply with diocesan requirements.

e Providing safety induction training to new staff/volunteers.

H&S Coordinator

The Health and Safety Co-ordinator has the necessary competencies to assess and ensure
health and safety compliance across the Diocese, this includes remaining aware of current
legislation and communicating with relevant stakeholders to implement any necessary
changes.

Key responsibilities include:

e Coordinating with other staff on the health and safety management system, conducting
inspections, providing recommendations and guidance, preparing reports and
communicating effectively with stakeholders at all levels.
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e |Implementing risk assessment systems, reviewing assessments and monitoring
implementation. This includes any offsite activities in collaboration with the
Safeguarding team for activities offsite organised through the Diocese in relation to
insurer requirements.

e Developing and delivering training, maintaining training records, inducting new
staff/volunteers. acting as an advisory focal point on health and safety legislation and
industry best practice.

e Recording and investigating incidents/accidents, reporting serious incidents to
regulators.

e Assisting with contractor selection and monitoring

e Monitoring performance to identify support needs, coordinating fire risk assessments,
communicating safety information tailored to stakeholders, reporting to the sub-
committee, implementing measures to improve standards, advising on competency of
clergy/employees, and training/supporting parish health and safety representatives.

Parish Priests

Parish Priests are responsible forimplementing the Diocesan Health and Safety Policy at the
parish/location level on a day-to-day basis, including line management duties for their parishes.

Their duties include:

e Familiarising themselves with and ensuring understanding of the H&S policy and related
documents. Maintaining relevant records.

e Participating in H&S training to meet their responsibilities effectively. Seeking
professional competent advice when needed.

e Promoting a positive H&S culture through personal commitment and encouraging
participation from others.

o Delegating tasks to competent persons like administrators or parish reps, while ensuring
proper supervision.

e Providing information, instruction, training and supervision to employees, volunteers
and contractors on H&S matters.

e Ensuring risk assessments are conducted and implemented for significant hazards.
Managing risks from events/premises hire.

e Facilitating reporting and discussion of H&S concerns. Investigating incidents and near
misses. Reporting of illnesses related to the parish activities and buildings.

o Overseeing statutory inspections and maintenance of equipment/installations, ensuring
accurate and up to date record keeping.

e |Implementing emergency procedures such as fire safety arrangements, asbestos
emergency decontamination procedures and where appropriate invacuation
procedures

e Deanery Leads have similar responsibilities within their areas, including identifying
risks, supporting the safety culture, ensuring risk assessments and controls,

10
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considering H&S in procurement/projects, maintaining statutory records, checking
implementation, and regularly reviewing arrangements.

e Parish Priests may appoint Local H&S Reps, provide them resources/training, establish
H&S as an agenda item in parish meetings, maintain the parish's Safety Toolbox
account, complete risk assessments, and follow up on required actions in a timely
manner.

Other Clergy, Paid / volunteer workers

Employees and voluntary workers must cooperate with the Diocese in meeting health and
safety duties by taking reasonable care for their own safety and that of others.

They must familiarize themselves with relevant health and safety policies, risk assessments,
and procedures.

This includes:

e attendingrequired training,

o following safe practices outlined in risk assessments,

e reporting hazards/incidents and only using equipment they are competent and
authorized to operate.

e Allclergy, employees, and volunteers have a legal responsibility to comply with
diocesan health and safety policies and local procedures. Key responsibilities include:

e understanding risk assessments for their tasks,

e reporting accidents/issues, participating in training,

e using provided safety equipment properly,

e operating within competency limits,

o following emergency procedures and not misusing safety provisions.

e They should also contribute to periodic reviews of health and safety practices in their
parish/department.

Parish Health and Safety Representative (Paid or Volunteer)

The Local HS Representative assists the Parish Priest/Head of Department in discharging health
and safety responsibilities, while the latter retains full responsibility. The role involves:

e adopting a positive approach to health and safety,

o familiarising themselves with the role, keeping the Parish Priest/Head informed,

e assisting in establishing procedures,

e monitoring accidents and reporting serious incidents.

o Representatives are likely volunteers with relevant skills like commitment, knowledge,
communication abilities, and basic IT proficiency. The Diocese provides resources like
Safety Toolbox Online, advice, and training to support them, and insurance covers their
activities within the role's terms.

11
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Contractors

Contractors carrying out work on behalf of the Diocese must comply with several key
requirements to ensure health and safety.

They must have and provide a copy of their current health and safety policy, risk assessments,
and method statements as applicable.

Contractors must demonstrate competence to perform the work safely through qualifications,
skills, experience, and membership in professional bodies.

They need to assess risks of the planned work, discuss risk mitigation with the Diocese, and
provide their own suitable equipment and personal protective equipment.

Contractors must provide training, supervision, and information to their employees on working
safely.

They must cooperate and coordinate with the Diocese, allowing for regular meetings and clear
communication of responsibilities.

The level of cooperation depends on the complexity and risks involved. Contractors must follow
the Diocese's health and safety policy, emergency procedures, and any specific requirements
including permits for high-hazard work.

12
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SECTION 3: Arrangements

Accident Investigation

Employers must report certain work-related accidents, injuries, dangerous occurrences, and
cases of ill-health to the enforcing authority under the Reporting of Injuries, Diseases and
Dangerous Occurrences Regulations (RIDDOR). This includes deaths, specified injuries, over 7-
day worker absences due to injury, occupational diseases, dangerous occurrences, and
incidents involving the public.

All accidents, incidents, near-misses, and cases of work-related ill-health must be recorded,
even if not RIDDOR reportable.

Line managers and Parish priests are to report incidents to the Health and Safety Coordinator as
soon as possible.

The Health and Safety Coordinator will ensure that incident records investigate root causes,
identify failings in risk controls, and prevent recurrences. Investigations should be thorough,
structured, impartial, and focused on prevention rather than blame.

Serious incidents (RIDDOR reportable) require formal investigation, coordinated centrally, with
the Health and Safety Coordinator notified immediately. The Health and Safety Coordinator will
liaise with the parish priest, parish administrator and parish Health and Safety Representative in
the first instance.

Procedures found in Appendix 1: Accident reporting

In the event of a serious accident:

Call Emergency Services: 999 (Ambulance) (Police in the event of death)

2. Make the casualty or area safe — preserve the scene as much as possible and do not
allow further access or move items within the accident area.

3. Callthe Health & Safety Coordinator

4. The Parish priest (or suitably designated individual) is to report incidents to the Health
and Safety Coordinator by:

5. Accident report form on Safety Toolbox

Email: property.services@cliftondiocese.com
Telephone: Clifton Diocese Property Services: 0117902 5592

Mobile: 07736 886 432

13
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Less serious accidents (not RIDDOR reportable) require investigation by the Line Manager or
Parish Priest, with actions to prevent an avoidable recurrence. Records are to be kept on risk
assessments and in the accident book.

Further guidance for statutory duties can be found:
RIDDOR explained: https://www.hse.gov.uk/riddor/key-definitions.htm

Investigating accidents: HSG245 - Investigating accidents and incidents

Asbestos

Asbestos fibres have the potential to cause serious harm if inhaled. Asbestos Containing
Materials (ACMs) do not present a danger if left undisturbed. Fibres can be released into the air
if ACMs if they are moved, damaged or disturbed which may have serious health impacts on
those exposed to the fibres released as a dust.

The Property Services Department will advise the Line Manager / Parish Priest if an Asbestos
Management Survey is required to be completed at the parishes expense. All Asbestos
Management Surveys are required to be undertaken by an UKAS accredited surveyor.

All properties constructed or substantially altered or refurbished before the year 2000 are
required to have an Asbestos Management Survey, provided by a competent contractor
accredited by UKAS, who will be able to identify the condition of the ACMs within a property.

If a property has ACM’s, the person in control of the building is required to monitor the condition
of the ACM’s and ensure that the ACM does not present a risk to health.

The person in control of the building must:

e Follow full guidance in Appendix 2: Asbestos Management

e Consult with the H&S coordinator to use appropriately qualified consultant to advise on
relevant surveys, removal or encapsulation works.

e Have an Asbestos Management Survey carried out by a competent contractor for the
identification of ACMs and prepare a Management Plan where Asbestos is identified.

e |Implementthe action plan in the Asbestos Management Survey; and where practicable,
seek to remove asbestos from the building.

o Thereafter, review the Asbestos Management Plan on an annual basis (5 yearly for
exclusively residential use buildings), with retained materials subject to a visual check.

e Asbestos records subject to ongoing management via online management platform.

e The Asbestos Management Survey, findings subsequent monitoring or removal works
must be communicated to the person undertaking invasive works within the property.
Before works are undertaken, notice must be given to the Diocesan Property Services
Department.

e If work requires further investigation, a Refurbishment & Demolition Survey will be
required before the start of works.

14
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e Ensure that removal works are undertaken by an approved contractor, approved by the
Property Services Department.

e Must supply the Asbestos Management Survey to a person undertaking maintenance or
modification of any kind to the building fabric and confirm with a permit to work (see
appendix 2: G&L Asbestos Management Plan, appendix C)

Further guidance for statutory duties can be found:

ACoP L143: Managing and working with asbestos

HSG264: Asbestos: The Survey Guide

HSG227: A Comprehensive Guide to Managing Asbestos in Premises

Building and Maintenance Works & Management of Contractors

We will seek to ensure, so far as is reasonably practicable, that all those using our premises
whether for work, worship or as visitors are able to do so safely. To facilitate this, a condition
inspection may be instructed using a qualified surveyor, as and when circumstances indicate
this to be appropriate.

Copies of inspection reports will be retained following the Diocesan IT policy with remedial work
implemented in accordance with the surveyor’s recommendations.

The success of our arrangements to maintain safe buildings for our clergy, paid and other
workers, contractors and members of the public relies on the co-operation of all persons using
the premises. Anyone discovering a fault, damage or defect is encouraged to report it.

See appendix 3i: Building defect reporting procedure

Identifying work

Identify all aspects of the work you want the contractor to do. Consider the health and safety
implications of the job. The level of risk will depend on the nature and complexity of the work.
You should provide potential contractors with this information and make sure they know and
understand the performance you expect of them.

Building and maintenance work must be undertaken by a competent person, insofar that they
have the relevant skills, knowledge, attitude, training and experience to complete the task
safely.

Where persons in control of our premises engage contractors, then a process should be
followed to undertake reasonable checks to establish that the contractor is competent
including having appropriate insurance.

See appendix 3ii: Documents Required from Contractors for further details.

15
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Construction (Design and Management) Regulations
These regulations normally apply if:

- you intend to employ more than one contractor

- if the work is likely to take longer than 30 days

- if there are more than 20 people working at any time

- if the work exceeds 500 person days

If more than one contractor will be involved in CDM associated works, you will need to appoint
(in writing) a principal designer and a principal contractor. A principal designer is required to
plan, manage and coordinate the planning and design work. They can help you gather
information about the project and ensure that all has been done to minimise the risk.

Please contact the Diocesan Property Department for advice.

See Appendix 3iii: Application of Construction (Design & Management) Regulations

Permit To Work

Specific work may require support from an employee, volunteer or member of the clergy within
the properties. This is a more formal system to ensure that work that is being done is in the
correct location, with the correct equipment and the condition of how the location is left.

Permits to work are to be issued with high-risk activities, examples include:

e Hotworks, such as welding, angle grinding, working with open flames or sparks).

e Confined spaces: An enclosed or partially enclosed space, with limited or restricted
access and not designed for continuous use. Examples are storage tanks, trenches, pits,
lift shafts.

o Work on or near utility services at risk of being broken, such as gas supply or electricity
cable before the property isolation switch, value.

o Working at height during normal operating hours, on or near fragile roof surfaces.

Clergy, Employees and volunteers are to discuss with the Health and Safety Coordinator if a
Permit to Work is to be issued.

A blank Permit to Work form can be found in Appendix 3iv.

Communication and Consultation

Communication

To achieve success in health and safety management, there needs to be effective
communication at local level and across the Diocese.

16
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At a local level, Parish Priests should consult with their Health and Safety Representative (HSR)
on aregular basis to offer support and ensure that H&S arrangements are being carried out to
controlrisks and keep everyone safe.

Locally, parishes and diocesan departments are encouraged to involve those who plan and
organise activities in the identification and evaluation of hazards and risks, and in the choice of
measures to protect the health, safety and well-being of all participants.

A Parish priest can delegate some of their responsibilities to an HSR; but the responsibility
remains with the Parish Priest, and they need to stay informed.

Information should be provided to all the parish community to keep them safe, e.g. signs,
notices, information sheets.

Consultation

There are structures in place across the Diocese to ensure that employees and volunteers are
involved in health and safety. This should ensure that that health and safety becomes a
collaborative effort and there is agreement upon and ownership of health and safety.

The Diocesan Health and Safety Committee meets twice a year. It considers health and safety
matters across the Diocese and reports to the Diocesan Board of Trustees which is ultimately
responsible for health and safety. The Diocesan Health and Safety Officer is the link between
the parishes and the Diocesan H&S Committee; so that views of the parishes can be
considered and information from the Committee can be relayed back to the parishes.

The Diocesan Health and Safety Officer is always available for individual advice and help.

Control of Substances Hazardous to Health

Chemical Safety

We recognise that hazardous and dangerous substances and are identified as a chemical
supplied with a GHS label (see Appendix 4) may be stored and used on our premises including
cleaning substances, adhesives, paints, sealants and resins.

The activities undertaken on our premises may also generate hazardous or dangerous
substances such as during building and maintenance work, though not normally by activities
undertaken by our clergy, paid or other workers.

We encourage the avoidance of hazardous and dangerous substances as far as is reasonably
practicable, encouraging the substitution of hazardous substances with those which are non-
hazardous or less hazardous.

Wherever possible, only chemicals that are available to the public are to be used.
Manufacturers guidance must always followed.

17




https://cliftondiocese.sharepoint.com/sites/PropertyServices/Shared Documents/Health & Safety (IY reviewing)/HS
Manual/CURRENT HSW policy 260225.docx

Where this is not possible, the risk to users, the environment and other people likely to be at risk
should be minimised by the undertaking of a COSHH assessment of the hazards and risks, and
the implementation of suitable and sufficient control measures to reduce these.

Chemicals are to be secured and away from the public.

Infectious Diseases

Micro-organisms such as bacteria, fungi and viruses occur virtually everywhere in the natural
environment. Most of these are harmless to humans. However, some micro-organisms can
cause harm either by infection, allergy or being toxic.

Some people are at increased risk of infection from harmful micro-organisms because of the
work they do, for example, working with the sick, cleaning and grounds work.

We also seek to identify where the threat from infection is likely to occur and take reasonable
steps to minimise the risk, for example:

e Assessing the risk from exposure to the pathogen such legionella in hot and cold-water
systems.

e Educating cleaners and gardeners to wear protective gloves when handling rubbish and
to be aware of the risk from contact with needles when tidying in the grounds.

e Encouraging handwashing after using the toilet and before handling food.

e Ensuring that hand washing facilities are provided with enough soap and hand drying
materials

e Encouraging at work to cover cuts and abrasions with a suitable dressing.

The control of infection relies on everyone playing their part and, in this Diocese, simple day to
day infection control practices are encouraged. We also seek to ensure we are well informed
about threats. We will engage relevant agencies to understand the nature of the threat and the
precautions necessary to minimise the risk of infection. Guidance is then communicated to
clergy and others in control of our premises and services and additional support put in place as
necessary.

Water systems (Legionella etc.)

The Diocese recognises the risk presented by the growth of legionella bacteria in water systems
in accordance with the HSE’s ‘Approved Code of Practice (L8) (ACOP) — Legionnaires’ Disease:
The Control of Legionella Bacteria in Water Systems’ and is committed to taking reasonable and
practical steps to manage these risks.

In general, the risk of infection from exposure to legionella bacteria in our churches and church
halls is not considered to be significant and should be capable of being adequately controlled

by:

Engaging competent persons to undertake work on hot and cold-water systems.
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Seeking to ensure safe water temperatures are maintained whilst at the same time avoiding
conditions which increase the risk of burns from very hot water; and

Seeking to ensure that hot and cold-water systems are turned over regularly.

In premises where the risk may be increased e.g., residential property, an appropriate
assessment of the risk will be carried out and action identified to remove/ reduce any
unacceptable risk in accordance recognised best practice.

Display Screen Equipment

Display screen equipment as a device or equipment that has an alphanumeric or graphic
display screen and includes both conventional display screens and those used in emerging
technologies such as laptops, touch screens etc.

We recognise that the incorrect use of display screen equipment can impact on the health and
well-being of the user. Accordingly, we seek to avoid musculoskeletal and other health
problems associated with the use of display screen equipment by:

e raising awareness to the potential causes.

e encouraging the use of adjustable equipment as much as possible.

e encouraging people using such equipment to avoid situations which could cause
discomfort; and

e carrying out workstation assessments where appropriate.

We recognise that individual factors influence the way a workstation is set up and encourage
users to assess their workstation and report problems to seek an individual solution as far as is
reasonably practicable to do.

Electrical Safety

Fixed Wire Instillation

We recognise that electricity at work covers many areas of operations and can be associated
with high-risk conditions.

We seek to ensure that electrical installations on our premises are maintained in a safe
condition. Every 5 years, electrical installations on our premises will be tested and inspected by
a suitably competent person. Test and inspection reports will be retained on our online health
and safety management system with remedial work implemented in accordance with the
engineer’s recommendations. Tests and inspections are initiated, and reminders issued via our
online health and safety management system.

For the ongoing safety of electrical installations, we will rely on the person responsible for
managing the building to be vigilant and respond to faults as they occur.
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Only qualified, competent persons with current, Public Liability Insurance cover at the level
required by our insurers, should be permitted to undertake work on electrical installations in our
premises.

Any temporary electrical installation for which we are directly responsible will be installed,
maintained and decommissioned by a suitably competent person.

Where electrical equipment is provided for use by our clergy, paid or other workers or members
of the public we seek to ensure that it is fit for purpose and measures implemented to maintain
such equipment in a safe condition.

It is recognised that the maintenance of electrical equipment will require the cooperation and
vigilance of people using such equipment to report defects and remove faulty equipment from
service.

Portable Appliance Testing

A register of all portable or transportable equipment must be prepared for Diocesan premises
by the Line Manager or Parish Priest.

All portable or transportable electrical equipment must be maintained in a safe condition. All
users must carry out a simple pre-use check e.g. look for loose cables or other obvious damage.
Sufficient training and information must be provided to users to enable them to undertake these
checks. Users must report and, if necessary, take out of use any defective portable electrical
equipment.

Employees and others are expected to use electrical equipment provided and maintained by
the Diocese. Personal items of electrical equipment are discouraged. Any personal electrical
items which Workers wish to use require the agreement of the Line Manager/Parish Priest and
the appropriate checks/testing must be carried out and details of the item entered on the
register.

Details for a visible PAT check on portable appliances can be found in Appendix 5.

Third party electrical equipment

Electrical equipment may be brought onto our premises by others e.g., by people hiring our
church halls, by contractors in the course of instructed works or by paid or other workers in the
course of work undertaken for their parish. The expectation is that this equipment will be
portable i.e. powered from the fixed wiring installation by means of a plug e.g. powered tools,
cleaning equipment or desk top equipment such as a laptop, radio or fan.

People hiring our facilities will be subject to the terms and conditions of hire (see Roles and
Responsibilities)
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Persons or companies engaged under contract e.g., third party works contractors will be subject
to relevant statutory obligations associated with the work for which they are engaged (see also
Roles and Responsibilities)

Paid and other workers should, wherever possible, use equipment provided by their employer.
Personal electrical equipment such as mobile phone chargers, laptops or tablets may be
brought onto Diocesan property, however, we ask that these items are purchased from
reputable retailers and maintained in accordance with the manufacturer’s recommendations.

Personal electrical equipment which is used regularly in pursuit of paid work or volunteering e.g.
computer equipment, cleaning equipment or gardening tools should be included in the site
arrangements for managing electrical equipment e.g. combined test and inspection of portable
appliances.

Personal electrical equipment which falls outside the scope of this policy must be authorised
by the Line Manager/ Parish Priest.

Lightning Conductors

The provision of a lightning protection system depends on the type of building under
consideration.

Churches and other prominent places of worship have historically suffered from the effects of
lightning. A specialist should be consulted to assess the need for lightning protection, but as a
basic rule, if your property or structure sits higher than neighbouring properties/ structures,
lightning protection is usually required.

Lightning protection systems are fixed installations that need very little routine maintenance,
other than periodic visual checks of the systems, and testing of the conductor continuity and
resistance to earth.

Systems should be designed and installed in accordance with the British Standard BS EN 62305
(previously BS 6651, Code of practice for protection of structures against lightning) which helps
assess the need for protection against a series of factors concerning the location, use and
construction of a structure.

If a Diocesan/ Parish property or structure has a lightning protection system it must be
inspected, tested and maintained.

An inspection and test are also advisable following a strike or suspected strike as some damage
may have occurred. Records of inspections and tests should be retained and maintained.

Fire

The Diocese aims to minimise the risk of fire occurring and the impact on personal safety and
property by identifying and controlling fire risks in its buildings.
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The Board as well as those in control of our premises have legal obligations under the
Regulatory Reform (Fire Safety) Order 2005 (the FSO) and other relevant legislation.

The FSO applies to our non-domestic properties and some domestic premises where there are
common parts, substantial mixed use and where the property includes 2 or more domestic
premises units e.g., buildings converted into flats.

In the event of fire, the safety of life will override all other considerations such as saving property
or even extinguishing the fire.

Fires can start accidentally but can also be caused maliciously (arson). Identifying where and
how fires can start is the first step to controlling them.

Most fires are preventable and can be avoided by taking responsibility and following good
practice.

Clifton Diocese is the “Corporate Responsible Person” and must ensure that the site / premises
Responsible Person (i.e. Parish Priest/ property manager) does:

e Procure a fire risk assessment of the premises and review it regularly

o Tell staff or their representatives about the risks identified and train new workers and
others e.g. volunteers when they start work.

e Putin place, and maintain, appropriate fire safety measures

e Planforan emergency

e Provide information, fire safety instruction and training

e Carry out at least one fire drill per year and record the results. The results should be kept
as part of your fire safety and emergency evacuation plan.

General Procedures in appendix 6

First Aid

The Parish Priest should review the first aid arrangements to ensure first aid supplies are
suitable for the size and use of the premises. As a minimum the premises should have a basic
first aid kit in line with HSE guidance for a small to medium sized business:

e Apersonshould be appointed to take charge of first aid arrangements.

e Avratio of 1 first aid trained person to every 100 people is to be established.

o Notices should be displayed with details of first aid provision.

e Records should be kept of all first aid treatment using the accident form.

e The appointed person at the parish is to be familiar with accident reporting procedures.

Food Safety

We seek to follow good hygiene practice governing the preparation, storage and service of
foodstuffs.
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We seek to ensure that all food handlers who regularly provide a food service at our
administrative offices and other centrally controlled diocesan facilities have access to
appropriate information, instruction, supervision and training on safe food handling.

We encourage parishes to assist with the implementation of good hygiene practices among
food handlers, providing appropriate information, instruction, supervision and where necessary
formal training depending on the nature of the food preparation activity. Other diocesan
facilities are responsible for ensuring they meet their statutory obligations regarding food
hygiene. We seek to ensure that an appropriate assessment of risks is carried out for the foods
to be prepared and stored, including storing food at the correct temperatures.

We cannot guarantee that food provided on diocesan premises for consumption by clergy, paid
or other workers or members of the public is suitable for people with food allergies or
intolerances. Food providers will use their best endeavours to identify common food allergens
in the food they offer, and this information will either be displayed or available on request.
Persons with food allergies or intolerances must make their own judgement as to whether to
consume available food based on their understanding of their condition.

Kitchen furniture and equipment should be fit for purpose, kept clean and well maintained.

Gas equipment is to annually be checked by a competent person (see Heating Equipment for
further details).

Persons using kitchen facilities and equipment must ensure they are authorised to do so by the
responsible person at the premises e.g., the Parish Priest or his authorised delegate.

General procedures in Appendix 7

Heating Equipment

Incorrectly installed or poorly serviced heating systems and incorrectly used or maintained
portable heating appliances can place people and property at risk.

Where possible; portable heating appliances should not be used; but if they are extra care
should be taken. Portable appliances are to be limited to electric oil filed radiators. Portable
electric fan heaters must not be used.

Gas and oil heating systems

Gas and oil boilers should be checked yearly by a competent person working through a
company registered with the Gas Safe Register or the Oil Firing Technical Association.

All registered heating engineers carry a card with the Gas Safe or OFTEC logo.

Records of checks should be kept on file and supplied to the Diocesan Property Department as
part of the annual return.
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Any maintenance required should be carried out without delay.

Carbon monoxide detectors

Required where carboniferous fuel (boilers, open fires, stoves) is burnt, this included natural
gas, oil and coal.

Equipmentis to be serviced annually, and records of checks should be kept on file and supplied
to the Diocesan Property Department

Emergency Procedures

If you smell gas; call the Gas Emergency Service on 0800 111 999.

Leave the building immediately leaving doors open behind you.

An engineer will attend within 1 hour.

Do not switch lights on or off, light matches or smoke as this can cause a fire or explosion.
If you feel unwell seek medical attention.

Do not re-enter the building until safe to do so.

If the CO alarm activates open all doors and windows to reduce the level of CO in the building.
Leave the building. Call the Gas Emergency Service.

If you feel unwell, seek medical advice.

Landlord Obligations
We recognise our obligations as landlord and accordingly seek to ensure that:

Domestic property including e.g., presbytery or retired clergy house, is provided and maintained
in accordance with the requirements of the Housing Act 2004 and where appropriate the
Regulatory Reform (Fire Safety) Order, 2005.

A Managing Agent must be appointed to manage all residential property rentals. An appropriate
appointment agreement must be put in place with the Managing Agent.

e Property which is rented or leased to third parties is covered by a legally binding
agreement.

e Deposits taken in respect of property rental are appropriately managed.

e Tenants/ lessees are provided with relevant information about the property e.g., safety
procedures, instruction manuals; and

e Suitable management of defects.
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e Parish Priests must inform the Property Department Head of all Parish property which is
rented/leased out to third parties and maintain the online profile for the property.
Permission must be obtained from the Property Committee

e Itis the responsibility of the Parish Priest to ensure their landlord’s obligations are
discharged in line with any published Diocesan policy and procedures.

Lifting Equipment & Suspended Items

Lifting equipment must be purchased according to a process which seeks to ensure equipment
is fit for purpose and complies with appropriate standards.

All persons involved in lifting operations must be competent and, where appropriate, qualified
for the task and authorised to operate the plant and equipment involved.

Lifting equipment must be maintained according to the provisions of the Provision and Use of
Work Equipment 1998 (PUWER) and where appropriate the provisions of the Lifting Operations
and Lifting Equipment Regulations 1998 (LOLER). A separate insurance safety inspection
(Thorough Examination and Test) is usually required in addition to routine service and remedial
maintenance.

Lifting equipment such as disabled platform lifts, stairlifts and service lifts must be
appropriately maintained in line with the relevant regulations. If in doubt, contact the HS
Property Officer.

All lifting operations must be planned, supervised and assessed for risk by a competent person.

Suspended items (those not expected to move) are subject to regular inspection to ensure that
all suspension points and connections do not show signs of fatigue

General Procedures in Appendix 8

Lone Working & Personal Safety

The Diocese seeks to avoid the need for lone working as far as is reasonably practicable.
However, we recognise that there are times when it is unavoidable. Line Managers and Parish
Priests should ensure that safe procedures to minimise the risks to lone workers are
established and communicated to those involved, including:

e Not working alone unless authorised

e Not undertake any task that might put the worker in harm’s way

o Understand the task and what to do if something goes wrong

e Establish ‘checkin’ arrangements with someone so the alarm can be raised if
necessary; and

o Notto work alone if they feel unsafe or uncomfortable about it.
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o Violence at work is defined by the Health and Safety Executive as ‘Any incident in which
a person is verbally abused, threatened or assaulted in circumstances relating to his or
her employment’.

We recognise that our clergy, paid and other workers may be at risk of violence or harassment
from members of the public. These persons may be at risk because they are involved in
activities such as:

e Working with individuals who have known risks e.g., persons with mental health issues
or who are intoxicated.

o Travelling between work locations.

e Carrying equipment, confidential information or involved in the counting or transporting
of money; and

e Working alone in their workplace or working in someone’s home e.g., pastoral visits.

e These persons may be physically isolated from colleagues and without access to
immediate assistance.

Persons in control of our premises are encouraged to raise awareness to the hazards and risks
to themselves and their paid and other workers and establish practical and proportionate
measures to control these hazards and risks. For example, persons at risk should:

e Be competent to undertake their duties safely.

e MUST not take unnecessary risks.

e Be aware of the hazards and risks to which they are exposed and the measures to be
used to protect them e.g., avoiding working alone late at night, avoiding working in
isolated areas, ensuring access to a safe means of escape etc.

e Make sure that their line manager or other responsible person is aware of any medical
condition or other personal circumstance which might reasonably impact on their ability
to work safely alone or in a high-risk situation.

e Know what to do if something goes wrong.

e |Inform a colleague, family member or friend (whichever is appropriate) of their
whereabouts, what they are doing and when they should be expected back to their
normal workplace or home; and

e Report promptly any concerns, threats or potentially dangerous situations to their Line
Manager, Parish Priest, Vicar General or Bishop as appropriate.

Line Manager responsibilities:

e Understand the importance of ensuring the hazards and risks are correctly evaluated.

e Obtain professional advice and assistance where they cannot reasonably manage
problems within the limits of their own resources; and

e Understand the practical and emotional implications of working alone or in difficult
situations.

o Clergy experiencing violence and harassment should contact the Clergy Health & Well-
Being Coordinator, Vicar General or Bishop.
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e The Diocese will seek to identify those activities taking place in our parishes and other
diocesan facilities and evaluate these specifically for the purposes of determining the
level of risk posed to those involved and whether there is a need to do more to protect
people.

o Reducing the risk will primarily depend on establishing guidelines for appropriate
working procedures and providing information and/ or training for those involved.

e The design of our premises also influences the risk and where reasonably practicable to
redesign premises, we will seek to include improvements to reduce the risk of violence.

e We will robustly investigate any incidents of violence and harassment to our personnel
to identify the root causes and avoid recurrences.

e Management supportis available to those who have suffered from verbal abuse or
physical assault, and it is our policy to involve the police for a full investigation of any
person who assaults our clergy, paid or other workers.

Manual Handling

Manual handling is defined as any transporting or supporting of a load (including the lifting,
putting down, pushing, pulling, carrying or moving thereof) by hand or bodily force.

We recognise that manual handling operations have the potential to cause musculoskeletal
disorder (‘MSD’) which can lead to long-term ill-health. We are committed to the avoidance of
those activities which could increase the risk of long-term ill-health for the good of The Diocese,
our clergy, paid and other workers and society in general. Accordingly, we will:

where possible seek to design out manual handling risks prior to any alteration to our buildings,
new activities or the purchase of new equipment.

encourage the people in control of our premises to raise awareness to the dangers of manual
handling among their personnel and where necessary to carry out an assessment of the hazards
and associated risks to establish practical and proportionate measures to minimise their
impact.

Encourage individuals to work within their physical limits and seek help if necessary; and

Where appropriate, we will encourage individuals to participate in dedicated manual handling
training.

Protected Characteristics

The Diocese aims to ensure all clergy, employees and volunteers are not treated unfairly,
disadvantaged or discriminated against by taking into consideration the Protected
Characteristics as defined by the Equalities Act 2010.

To ensure this, the Diocese will, as far as reasonably practicable:
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e Ensure an adequate risk assessment is recorded in consultation where appropriate

e Provide a supportive environment in which appropriate additional facilities are made
available

e Encourage open communication about the additional needs, including additional
information instruction and training where necessary.

e Review and monitor arrangements regularly in consultation with employees and
representatives to ensure continued effectiveness and best practice.

All arrangements associated with protected characteristics are included in Appendix 9

Mental Health

Whether work is causing the health issue or aggravating it, employers have a legal responsibility
to help their employees. Work-related mental health issues must be assessed to measure the
levels of risk to staff. Where arisk is identified, steps must be taken to remove it or reduce it as
far as reasonably practicable.

Some of the work-related factors that can impact on mental health are excessive/insufficient
workload, lack of training, poor pay, poor communication, stigma around mental health,
harassment and bullying. Working from home can result in isolation and a lack of structure and
support.

Heads of Department, Line Managers and Parish Priests are to complete regular 1 to 1 meeting
with the employees they are line managers for. Employees, should raise any issues either during
these or as necessary, should the employee feel unable to discuss this with the line manager.

Regulations and guidance

HSE stress at work page (Inc. numerous helpful tools): http://www.hse.gov.uk/stress/

NICE Guideline - Mental wellbeing at work: Overview: https://www.nice.org.uk/guidance/ng212

Occupational Health

Occupational Health is a multidisciplinary field of health concerned with enabling an individual
to undertake their occupation, in the way that causes least harm to their health. This may
include the following:

e |mplementing health or medical surveillance.

e Ensuring workers are medically fit to undertake the role required.

e Reviewingrisk assessments when a worker is returning to work following a sickness
absence or declares a health condition.

The Diocese will provide access to Occupational Health Services on a case-by-case basis e.g.
Worker reports significant health problems believed to be connected to an activity at work.
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Regulations and guidance

Government Occupational Health helpline: www.hse.gov.uk/business/occupational-
healthadvice.htm

Risk Assessment

Risk assessment is a systematic process by which the potential risks that may be involved in an
activity or undertaking are evaluated.

To manage health and safety within the Diocese we must control the risks that people are
potentially exposed to. To do this we need to think about the tasks and activities undertaken,
what harm these could cause, identify what we are currently doing to control the risk and decide
if any further reasonable actions should be taken. Risk assessments should be recorded and
control measures implemented.

When considering risk assessment be aware that:

e Ahazard is anything which has the potential to cause harm, such as electricity, working
from a ladder, using a cleaning chemical etc; and

e Ariskis a combination of the likelihood that a hazard will result in harm, loss or damage
and the potential severity of the consequences. For example, failing to take steps to
warn people about a wet floor could result in a slip and fall. If the wet floor is on a busy
main entrance the likelihood of an accidentis probable. If the entrance is used by
elderly and frail people, the severity of the harm because of a fall is likely to be serious.

See Section 4: Risk Assessment Procedures for further details

Workplace Safety

Employers have a duty to provide workplaces which are safe and without risks to health and to
provide adequate and readily accessible welfare facilities e.g. toilets for their Workers including
those who may be disabled.

“Workplace” includes (but not limited to) offices, places of worship and workshops as well as
the common parts of shared buildings, private roads and paths on estates.

Workplace safety issues will vary from location to location and must be risk assessed and for
hazards to be identified and communicated, as appropriate. We will encourage those in control
of our premises to undertake regular inspections to identify hazards which might affect people
working in, visiting or passing by our premises.

Where hazards cannot be immediately rectified, we encourage those in control to putin place
effective and appropriate measures to warn people of the dangers and protect them from such
dangers.
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We will seek to ensure, so far as is reasonably practicable that we provide a safe environment
and suitable and sufficient welfare facilities for those working at our premises e.g., toilets,
washing and kitchen facilities.

Persons in control of our premises are encouraged to do all that is reasonably practicable to
ensure a good standard of:

e Thermal comfort

e Adequate ventilation

e Sufficient lighting.

e Adequate housekeeping and cleanliness

Slips, Trips and Falls

We seek to ensure, so far as is reasonably practicable, that all floor or ground surfaces are fit for
purpose and maintained to minimise the risk of slips and trips.

We encourage the regular review of diocesan / parish premises for any slip, trip and fall hazards
and for those in control of our premises to take appropriate remedial action to resolve any
issues identified.

The prevention of slip and trip accidents on our premises relies on the involvement of all
personnel and everyone is encouraged to deal with hazards when noticed. Personnel are
reminded of the importance of storing equipment in designated locations and keeping
walkways free from obstructions and trailing cables. They are also encouraged to report
hazards, seeking assistance with any which they cannot easily and safely resolve themselves.

Storage areas should be of enough capacity, well managed and under the control of an
identified person.

Cleaning regimes should be designed to control the build-up of dust, grease and other slip
hazards, with all hard flooring cleaned regularly. If there is a spillage, local personnel are
encouraged to ensure that it is cleaned up promptly and any wet floor is clearly highlighted.

Except in cases of necessity, wet floor cleaning should be restricted to times outside normal
operating hours. Suitable warning should be given where floors remain wet after cleaning or
because of other causes such as wet weather e.g., wet floor signs, positioning of personnel to
provide warning etc.

Waste should be removed regularly to ensure that it does not accumulate and cause a trip
hazard.

Personnel are encouraged to wear sensible footwear on our premises taking account of the
activity in which they are involved, the conditions etc.

Persons in control of our premises are encouraged to establish local arrangements for dealing
with adverse weather conditions i.e., ice, show, and the accumulation of leaves on a timely
basis to reduce the slipping risk in external areas.
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Any incidence of a slip, trip or fall must be reported to the Diocesan Health and Safety
Coordinator, in the prescribed manner, as soon as possible.

Smoke free spaces and work environment

Smoking and vaping in all enclosed workplaces and public spaces is strictly prohibited. This will
include the presbytery where this is used to receive any visitors or workers. Only private areas
for clergy may be designated for smoking indoors.

In these locations, no other person may be expected to enter.

This is to protect employees, volunteers, service users and visitors from exposure to second-
hand smoke and the consequential adverse effects for example lung cancer.

Smokers are requested to ensure that they have disposed of their smoking material in a manner
which avoids a fire starting i.e., material fully extinguished and NEVER brought back into the
buildings for disposal. Where smoking is identified as a significant hazard on our premises,
receptacles should be provided for smoking materials.

Working at Height

Work at height is defined as work in any place where, if there were no precautions in place, a
person could fall a distance likely to cause personal injury (for example through a fragile roof).

As far as is reasonably practicable, the person in control of our premises should design tasks to
avoid the need to work at height.

Where it is not possible to avoid work at height, an assessment of the hazards and risks should
be undertaken and appropriate measures to control these including:

e Avoid the need to work at height e.g. use extending equipment from ground level.

e Preventfalls using appropriate access equipment e.g. work platforms.

e Reduce the distance and consequences of a fall should one occur.

e Persons in control of our premises must seek to ensure that persons engaged in work at
height are competent to do so or are supervised by someone who is competent. This is
likely to require engaging competent contractors where competence is not available ‘in
house.

e Persons working by themselves should NOT be permitted to carry out work from height.

e |adders, steps and other equipment used for work at height should be secured from
unauthorised access and subject to routine checks.
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Visitors

Employers are responsible for the safety of members of the public e.g. persons visiting church
premises for worship or as members of the public and for visitors on business to the Diocese.
Risk assessments should take into account risks to visitors in general.

Visitors on business may need to be provided with specific information about any risks to which
they may be exposed. This is because a visitor on business may need to enter areas to which
only.

Workers and not the public have access and potentially exposed to risk. It is expected that
visitors on business will be accompanied whilst on Diocesan premises although this may not be
appropriate in all circumstances.

Diocesan Staff and Workers who invite or who are given responsibility for a visitor(s) to Diocesan
premises, must ensure that the appropriate people are aware of the visitor being on site and
provide sufficient health and safety information which may be necessary to ensure their safety
whilst on site.

On departure, visitors on business, whether unaccompanied or not, must confirm their
departure from the site with the relevant member of staff or Worker contact person.

Workplace Equipment

We recognise the importance of providing plant and equipment which is fit for purpose, well
designed to minimise risk to users and well maintained. Accordingly, we encourage those
persons in control of our premises to establish purchasing policies and maintenance regimes
which meet these standards and introduce appropriate measures to assist people using plant
or equipment in understanding how to do so correctly.

People using complex machinery or equipment in our premises should be trained to do so
including being familiar with emergency procedures. Effective measures MUST be established
to avoid untrained persons operating complex or dangerous machinery or equipment e.g.,
equipment locked away.

Workplace transport

Employers have a duty to control risks arising from workplace transport. Workplace transport
has three main elements which interlink and each needs to be considered carefully:

e safe site (design and activity) - safe for both pedestrians and vehicles

o safevehicle - design of vehicles for use of roads must meet minimum standards and all
vehicles irrespective of where they are used must be suitable for the intended purpose

o safe driver - over 17 years and holding valid driving licence - additional training may be
needed
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o Workplace transport includes all vehicles, and all mobile plant used in a work setting.

e Employers are also responsible for managing risks to their Workers arising from on road
activities e.g. inspection and service of Diocesan vehicles in line with manufacturer's
recommendations.

e Employers also have duties under relevant road traffic legislation.

e Vehicles provided by the Diocese for use by Workers will be maintained in a roadworthy
condition and meet current standards for design and use of vehicles on the highway and
appropriately insured.

e Drivers must hold a current driving licence and report any incident involving a Diocesan
vehicle to their Line Manager. Line Managers/Parish Priests must ensure that only
Workers are authorised to use Diocesan vehicles.

o Workers who use their own vehicles for Diocesan business must provide to proof of
Driving Licence, adequate insurance and MOT annually.

e Allthose driving on diocesan business must not use mobile phones whilst driving.
Suitable handsfree devices may only be used to receive calls.

e Nodriver shall drive on Diocesan business whist under the influence of drugs or over the
legal limit for alcohol, including relevant prescription medication.
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SECTION 4: Risk Assessment

There is no single right way to carry out a risk assessment and different approaches will work
best in different situations. If you are carrying out arisk assessment it is well worth
remembering that it is the result rather than the process itself which is important.

This is a critical evaluation of the task, activity or environment that may pose a significant risk to
health, safety or welfare that can be reasonably foreseen and need to be communicated to
clergy, employees and volunteers who undertake tasks on behalf of the parish or diocese.
Ultimately it is a record of the thought process used to ensure that the task, activity or
environment is as safe as possible before started or entered.

The author of the risk assessment is the ‘controlling mind’ of the task, activity or environment.
The diocese may provide a generalised risk assessment for all parishes, however these will need
to be reviewed and modified within the individual tasks, activities and locations.

Arisk assessment must not be viewed as a bureaucratic exercise as this can be used to prevent
litigation should an incident occur. Without a risk assessment in place, the diocese or parish
may be held liable for damages and compensation, these are avoidable expenses, the risk
assessment is evidence that the risk has been considered.

The Parish Priest is responsible for ensuring that a suitable and sufficient risk assessment is
carried out and recorded in line with the Diocesan requirements. Although he may delegate
some or all the entire task to others, the Parish Priest retains ultimate responsibility for ensuring
risk assessment(s) for his Parish are completed to an appropriate standard. One or more
persons may carry out risk assessments and mutual support and the opportunity to check ones
understanding and approach can be particularly beneficial. It is recommended that
consultation and collaboration between individuals that the risk assessment will cover are part
of the risk assessment writing process.

The Health and Safety Co-ordinator will be able to assist Parishes where there is uncertainty or
where difficulties arise and will also seek to share good practice amongst Parishes. The Health

and Safety Coordinator has arole in overseeing the adequacy of risk assessments and will offer
advice and support where necessary.

Arisk assessment may be conducted either via a questionnaire with ‘risk assessment’ within
the task title in Safety Toolbox or can be a separate document which identifies the following:

e I|dentifiable hazards

e Assessment of risk

e Risk controls

e Recording

e Reviewing the assessment
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Identifying hazards

Look around your workplace and think about what may cause harm (these are called hazards).
Think about:

how people work and how plant and equipment are used
what chemicals and substances are used

what safe or unsafe work practices exist

the general state of your premises

Out of sight or less frequently performed tasks need to be included, cleaning or maintenance
activities for example. In addition, the unique features of a location or activity need to be
considered e.g. occasional access to a loft space where there is poor lighting, and the floor is
not fully boarded out.

Look back at your accident and ill health records as these can help you identify less obvious
hazards. Take account of non-routine operations, such as maintenance, cleaning or changes in
production cycles.

Think about hazards to health, such as manual handling, use of chemicals and causes of work-
related stress.

For each hazard, think about how employees, contractors, visitors or members of the public
might be harmed.

Consultation with clergy, employees and volunteer workers will also help identify anything that
might be harmful, additional assistance can be found from vulnerable workers, as they may
have different challenges.

Assess the risks

Once you have identified the hazards, decide how likely it is that someone could be harmed and
how serious it could be. This is assessing the level of risk.

Decide:

e who might be harmed and how

e whatyou're already doing to control the risks

e what further action you need to take to control the risks
e who needs to carry out the action

e whenthe action is needed by
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Controlling the risks

Look at what you're already doing, and the controls you already have in place. Ask yourself:

e canlgetrid of the hazard altogether?
e if not, how can | control the risks so that harm is unlikely?

If you need further controls, consider:

e redesigning the job

e replacing the materials, machinery or process

e organising your work to reduce exposure to the materials, machinery or process
e identifying and implementing practical measures needed to work safely

e providing personal protective equipment and making sure workers wear it

What reasonably practicable means

Put the controls you have identified in place. You're not expected to eliminate all risks, but you
need to do everything 'reasonably practicable' to protect people from harm. This means
balancing the level of risk against the measures needed to control the real risk in terms of
money, time or effort to do so.

Recording findings

Arisk assessment is a record of your significant findings, including.
the hazards (things that may cause harm)

who might be harmed and how

what you are doing to control the risks

Do not rely purely on paperwork as your main priority should be to control the risks in practice.

Reviewing controls

You must review the controls you have put in place to make sure they are working. You should
also review them if:

e they may no longer be effective

e there are changes in the workplace that could lead to new risks such as changes to:
e clergy, employees, volunteers or parishioners

e aprocess

e the substances or equipment used

Also consider a review if your workers have spotted any problems or there have been any
accidents or near misses.
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Update your risk assessment record with any changes you make.

What is a significant risk?
The level of detail within a risk assessment should consider the ‘significant’ risks. These can be

thought of as injuries that may require visiting the hospital following an injury because of a work
process.

Key considerations are:

o Fire safety

e Electrical safety

e Hazardous chemicals

e Slips, trips and falls

e Manual handling

e Working at height

e Personal safety, including safeguarding and vulnerable people

For example, the use of sharp knives, cleaning products and step ladders can all have injuries
that may require hospitalisation. These need to be recorded as specific controls are needed to
prevent access to the equipment and chemicals or specific procedures are used to complete
the task in a safe manner. Recording this detail is what is required within a risk assessment.

If there is a task that has inherent risk, but is considered as an everyday activity by a able person
over the age of 18, such as boiling a kettle, this is not considered a significant risk as it is
reasonable to assume that people at this age would know how to boil water in a kettle, however
there are controls such as keeping electrical appliances away from taps would need to be
recorded as there are risks for fire and electrical safety and any trailing wires may be a trip
hazard.

The detail can be generic, such as ‘keeping electrical appliances away from water outlets’ will
be sufficient, rather than writing a specific minimum distance between the electrical socket and
the water source. This is due to inherent design found within the building and electrical
regulations and standards of installation.

Writing a risk assessment
Title:

what the risk assessment is for

Date:

when the original risk assessment was written

Date of last review:

when the risk assessment has been reviewed; this will be either one year from the original risk
assessment date or if there has been an accident, following a review of the risk assessment, or
if there is a change in legislation
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Author(s):

all people who have been involved in the writing of the risk assessment. The involvement of
those who carry out the task in the risk assessment process is encouraged as it helps to ensure
those carrying out risk assessment have a good understanding of how tasks are carried out in
practice as a valuable source of practical ideas and suggestions as to how tasks may be
modified to eliminate or reduce risks.

Specific points to consider: A summary of key points of the risk assessment, this should be
completed after all the control measures have been identified.

What is the task, activity or environment you are assessing;:

Break down the task activity or location into specific points such as:

e management of task.

e training provided.

e known issues prior to start of task.

e known issues whilst undertaking the task.

e consideration of capabilities when completing the task.

What are the hazards present or being generated / what injuries may be sustained:

What are the hazards and what could be reasonably expected injuries.

It is reasonable to assume that ‘death;’ is a possibility, particularly with fire, electricity and
working at height, however this is less likely for other risks, unless there are other
circumstances based on the location or people undertaking the tasks.

Who will be affected:

Consideration on the people who may be affected, these may include clergy / employees /
volunteers, contractors, members of the public.

Further consideration will be required for young people, elderly, pregnant / new mothers, those
with a known underlying health condition.

Existing controls:

This will be what is done already. It is important to record this information as the basis of the risk
assessment, through this process the author(s), through consultation will be able to identify the
known issues and how the task, activity is undertaken or the hazards within the environment are
identified and managed.

The existing controls are to be broken down into individual but similar operations and with
reference to other risk assessments. For example, when considering the manual handling of
chemicals, itis recommended that the manual handling risk assessment is referenced, then
add the additional considerations to be used when handling chemicals (if required).

Additional controls:

Arisk assessment is to be considered a living document and is to be updated if any person
notes that it may be insufficient for the task.

38




https://cliftondiocese.sharepoint.com/sites/PropertyServices/Shared Documents/Health & Safety (IY reviewing)/HS
Manual/CURRENT HSW policy 260225.docx

If there are additions that need to be made, a person may add to the risk assessment under the
additional controls section. These controls are to be reviewed by all people who will use the risk
assessment and to be consulted on the change to the risk assessment. This supports a positive
health and safety culture through involvement in developing safe systems of work increases the
likelihood of those systems being followed.

Responsible person:

This is the person who is responsible for implementing the change(s) in the additional control,
this will usually be the manager (parish priest) who will ensure that the change is implemented.

Target date:

The target date is when the additional control is to be implemented amongst the workers.

Completed:

This is the date that the additional control has been implemented, at this point the ‘additional
control text should be moved into the ‘control measures’ as these will have been fully
implemented. This may be helpful if there are multiple updates when required. When the risk
assessment is reviewed, it is possible that not all the updates are implemented at the same
time, therefore the ‘completed’ section helps the management of this process, the ‘Date of
Review’ should be updated at this time.

Risk matrices:

Risk assessments may contain a risk matrix, these are generally used as a quantitative measure
to demonstrate the risk and likelihood as a mathematical function either by addition or
multiplication of the values. These may be commonly seen in building project risk assessments
but may be found elsewhere. As the diocese operates within a low-risk industry, these are not a
necessary part of the risk assessment. Therefore, parishes may wish to continue using older
Diocesan risk assessment templates which contain these, if a regular review is undertaken and
dated when this occurs.
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Risk assessn

ent title

Date of assessment
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sustained as a
result of the hazard

Who will be
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Contractors

EXISTING
CONTROLS
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CONTROLS
(What else can
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(To ensure that
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controls are in
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DATE
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