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Introduction 
This is the appendix document to the Health, Safety and Welfare Policy of Clifton 
Diocese. The purpose of this document is to provide additional guidance and 
information on ‘how’ to implement this policy.  

This document is not subject to Trustee approval as it is designed to be dynamic and 
adaptable to changes in operations and sharing of best practice across the 
organisation.  

Review of this document is completed as part of annual review, changes that 
necessitate change, such as an accident or near miss or a change in legislation.  
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APPENDIX 1: Accident Reporting and Recording: 
The following flow chart is a quick reference guide to the actions to take following an accident: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*If the accident/incident results in a fatality and you are unable to reach the H&S Co-ordinator, 
you should report this yourself. This should be reported as soon as possible on 0345 300 9923.  

If a workplace death has occurred and the Line Manager is unable to contact the Diocesan 
Health and Safety Co-ordinator immediately, the Line Manager must make a report to the 
enforcing authority and notify the Diocesan Health and Safety Co-ordinator as soon as possible. 
Reporting hotline 0345 300 9923.  
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NB if a parishioner became unwell in church and died from "natural causes" that would not be 
reportable under RIDDOR. However, if death resulted from electrocution by a badly wired light 
switch or other work related, then it would be reportable to meet RIDDOR criteria. 

 

The Parish ‘Responsible Person’ or the Diocesan Health and Safety Co-ordinator must submit 
any necessary RIDDOR report within the appropriate timescales to the relevant enforcing 
authority: 

www.hse.gov.uk/Riddor/report.htm 

 

All incidents are to be recorded on Safety Toolbox 

  



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

5 
 

APPENDIX 2: Asbestos Management 

Day to day management and occupation/use of premises: 

 

Property Services Department (PSD) in conjunction with the Line Manager/Parish Priest as 
necessary, will determine, for all buildings which the Clifton Diocese owns or uses (including 
residential accommodation), whether or not an appropriate Asbestos Survey and Asbestos 
Register has been prepared and is available. An appropriate asbestos survey is a Management 
Survey (Type 2 is the older terminology) completed after 2012 by a UKAS accredited surveying 
contractor. For any building constructed before 2000 for which a survey cannot be located, PSD 
will at the Parish’s expense, arrange for a UKAS accredited surveyor to undertake a survey.  

Any buildings constructed in 2000 or later will need to have a Post 2000 Declaration form 
completed (see appendix 2ii), available from the Parish Administration SharePoint or PSD. 

PSD will critically examine all surveys which are found to exist and determine whether they are 
to an appropriate standard. The Health and Safety Executive recommends that a number of 
simple checks are made as many asbestos surveys have been poorly executed in the past. As a 
minimum PSD will check: 

that all buildings and all parts of buildings on a site have been surveyed  

whether there are any limitations or exclusions e.g. rooms found locked at time of survey not 
examined or boiler and fuse board not surveyed as they had not been switched oƯ 

that all areas, including roofs and other high or diƯicult to access locations were surveyed If 
sub-standard surveys are found PSD will, at the Parish’s expense, arrange for a UKAS accredited 
surveyor to undertake an asbestos survey. 
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Re-inspections to check the condition of asbestos material annually must be arrange to be 
completed by a UKAS accredited surveyor (annually for non-residential buildings and 5 yearly 
for residential). 

If asbestos is found to have deteriorated, PSD will determine the action necessary to prevent 
exposure and arrange for this action to be taken in conjunction with the Line Manager/Parish 
Priest as appropriate. Asbestos Registers must be updated to record the outcome of the annual 
checks and any work undertaken as a result. 

PSD staƯ, Line Managers/Parish Priests and Diocesan maintenance staƯ should be provided 
with an appropriate level of asbestos awareness training and updated as required. 

New building works, repairs, maintenance and demolition: 

Flow chart 
The following is a flow chart to indicate the process for asbestos management when building 
and maintenance work is to be undertaken. This assumes that an appropriate asbestos survey 
is already in place as above, if this is not the case a survey should be completed, contact PSD to 
determine the type of survey needed. 

 

 

Any Line Manager/Parish Priest planning or authorising any invasive building work e.g. putting in 
a new boiler, knocking down a wall, opening up ducts etc. must notify PSD in advance. For this 
type of work a Management Survey (old Type 2) is not suitable and a Refurbishment or 
Demolition Survey (previously known as a Type 3 survey) of the area in which invasive building 
work is to be carried out must be undertaken. 

Any person organising maintenance or building work that could disturb asbestos, e.g. boiler 
maintenance, painting, drilling holes in walls in a building owned or used by the Diocese, must 
check against the Register to see if asbestos is present in the work area prior to any work being 
undertaken. If asbestos is present in the area to be worked on, PSD must be contacted before 
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any work starts. PSD will require that only authorised and competent contractors carry out work 
where asbestos is present. 

Any Line Manager/Parish Priest planning or authorising any other work in an area where 
asbestos is known to be present should notify those carrying out work (Diocesan workers or 
contractors) of the presence of asbestos so that appropriate steps can be taken during that 
work to avoid inadvertent damage to and potential release of asbestos fibres. 

PSD will require that a risk assessment is undertaken before any work liable to disturb asbestos 
is begun. 

PSD will require that any work with asbestos that must, by law, be carried out by a licensed 
contractor is identified and PSD will appoint or approve the appointment of an appropriately 
licensed contractor. 

PSD will require that any work (licensed or unlicensed) which needs to be notified to the 
enforcing authority is so identified and notified on Form ASB5 at least 14 days before such work 
starts. 

See: https://extranet.hse.gov.uk/lfserver/external/asb5. 

PSD will require that a UKAS analyst: www.ukas.org/testing/singlesearch.asp is appointed to 
undertake the third-party inspection which is required following any work by a licensed 
asbestos contractor. 

PSD (in conjunction with the Line Manager/Parish Priests as necessary) will require and will 
undertake checks to ensure that Asbestos Registers are kept up to date following any work with 
asbestos. 
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APPENDIX 2i 
See Asbestos Management Plan Clifton Diocese written by G&L Services 

Current issue: J143702 

Issued: 13 September 2024 
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APPENDIX 2ii 

Post 2000 Declaration Form 

 

 
 
 
Post 2000 Build Statement for [insert building name] 
 
In accordance with the Asbestos Management plan, this statement is to 
inform personnel who refer to the asbestos register that the [insert 
building name] building, on site at [insert site address] was built in the 
year [insert year] and completed on the [insert completion date] by 
[Construction Company Name & Address]. 
 
It is considered that buildings constructed after the year 2000 are 
unlikely to contain asbestos within their fabric. However, caution should 
be exercised assessing the plant or equipment within the building, as 
asbestos may still be present in moveable items brought into a building 
later. 

 

Signed:   _________________________ 

 

 

Print Full Name:  _________________________ 

 

Date:    _________________________ 
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APPENDIX 3: Building Management 

APPENDIX 3i: Defect Reporting Procedures 
The purpose of this procedure is to provide clear steps for reporting and addressing building 
defects in line with UK legal requirements and industry best practices. The procedure ensures 
timely resolution of defects to maintain safety, compliance, and building standards. 

 

Identifying Building Defects 
Defects may be identified through regular inspections, routine maintenance, or during building 
use. Common defects may include but are not limited to: 

 Structural issues (cracks, movement) 
 Damp or water penetration 
 Faulty electrical systems 
 Plumbing issues 
 Poor insulation 
 Mould or rot 

 

Reporting Defects 
Any building defect should be reported immediately once identified. The steps for reporting are: 

1. Informing the Parish Priest or Head of Department or Managing agent  
2. All building defects must be directly reported to Property Services Department via email: 

property.service@cliftondiocese.com 

 

Tenants: Report defects to the managing agent as per the tenancy agreement. 

Contractor/Subcontractor: If the defect is due to work carried out by contractors, the issue 
should be reported to the contractor in accordance with the warranty or defects liability period 
of the contract, this is to be reported to the Parish Priest and to the Property Services 
Department.  

 

Documentation of Defect 
Written Report: A written report must include a description of the defect, location, and any 
immediate risks to health and safety. Photographs or video evidence should accompany the 
report if possible. 

Priority Level: Indicate the severity of the defect (e.g., urgent, routine). 

Date and Time: Include the date and time the defect was identified and reported. 
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Contact Information: Provide clear contact details for the person reporting the defect. 

 

Inspection and Investigation 
Once the defect has been reported Property Services Department will initiate an inspection. 

Initial Inspection 

A qualified professional (e.g., building surveyor, structural engineer) should inspect the defect 
to assess its severity, cause, and potential safety risks. 

If the defect poses an immediate safety concern, appropriate safety measures (e.g., temporary 
works, warning signs) must be implemented promptly. 

Risk Assessment  

The risk assessment should identify any potential impact on the safety and habitability of the 
building. This includes considering legal obligations under the Health and Safety at Work Act 
1974, the Building Regulations 2010, and other relevant legislation. 

Report Findings 

The inspector should provide a written report detailing the findings, including the cause of the 
defect, severity, and suggested remedial actions. 

The report should also specify any compliance issues with building codes or statutory 
regulations. 

 

Action Plan and Resolution 
Based on the inspection findings, an action plan should be created. The plan will outline the 
steps required to rectify the defect and ensure the building is compliant with relevant laws and 
regulations. 

 

Repair and Remediation 
Scope of Works: The defect must be remedied promptly and in line with industry standards. 
Contractors with appropriate qualifications must be engaged. 

Building Regulations Compliance: Ensure all work complies with the UK Building Regulations 
(including fire safety, accessibility, and energy eƯiciency). 

Defects Liability Period: If the defect is related to recent construction work, refer to the builder's 
warranty or defects liability period for rectification. 

Tenant or Resident Notification 
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If the defect aƯects tenants or residents, they should be notified of the issue and expected 
repair timeline. Provide information on any temporary arrangements that may be necessary 
during repairs. 

 

Completion of Work 
Upon completion, a final inspection should be conducted to ensure the defect has been 
resolved. 

The person reporting the defect should be informed once the repairs are completed and the 
building is deemed safe for use. 

 

Legal Considerations 
Building defects may have legal implications, especially if they aƯect health, safety, or building 
compliance. 

Statutory Compliance, requirements set on Safety Toolbox 

All defects must be rectified in compliance with UK laws, including: 

 Health and Safety at Work Act 1974 
 Building Regulations 2010 
 Housing Health and Safety Rating System (HHSRS) 
 Landlord and Tenant Act 1985 (for rental properties) 
 Defective Premises Act 1972 (if applicable) 
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APPENDIX 3ii: Contractor Management 
 

List of Documents Required from Contractors 

 Employers Liability Insurance 
 Product Liability Insurance 
 Professional Indemnity Insurance  
 Public Liability Insurance 
 Contractor accreditations (if applicable, registration number):  

o UKAS:   CertCheck 
o CHAS:   Contractor Search Tool 
o NICEIC: Trusted NICEIC tradesperson   
o GasSafe:  GasSafe Register  

(this list is not exhaustive) 

 

Confirm the contractor has: 

 Risk Assessment Method Statements for work to be undertaken 
 Risk Assessment for specific work  
 Emergency Rescue Plan for high-risk activities including lone working, working at height 

or in confined spaces  
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APPENDIX 3iii: Application of CDM Regulations 

General 
Where contractors are engaged to carry out work then the Clifton Diocese (including Parishes), 
as well as the contractor, has responsibility for the health and safety of the contractors and any 
other person who may be aƯected by their activities. This responsibility can be met by ensuring 
that good levels of communication and co-operation between the Diocese and contractor(s) are 
established from the outset and maintained whilst work is ongoing. 

It is likely that the majority of contractors engaged by the Clifton Diocese will be carrying out 
“construction work”. Construction work is a legally defined and very broad term. As well as 
more apparent construction activities, it includes renovation, repair, redecoration, upkeep or 
other maintenance. In English Law the only legal entity is the Clifton Diocese (individual 
Parishes do not exist as a legal entity under English Law) and consequently, all construction 
work is undertaken in the name of the Clifton Diocese. When the Clifton Diocese engages 
contractors to carry out construction work, the Clifton Diocese will be a “client” as defined and 
have specific duties under the recently revised (2015) Construction Design Management 
Regulations which are in addition to its general health and safety duties. 

Procedure 
Heads of Department, Line Managers or Parish Priests must: 

 Clearly identify the job for which a contractor needs to be engaged.  
 They must have suƯicient knowledge of the work involved and the skills required of a 

contractor to enable them to ensure a competent contractor is selected.  
 PSD will provide a check list to assess the competency of a contractor or will be able to 

advise if requested (see appendix 3ii) 

 

Those engaging contractors must: 

 Discuss the planned work with the contractor and consider who might be harmed and in 
what way and agree how any risks identified will be controlled.  

 For low-risk work, as in the plumbing example above, this may amount to little more 
than a phone call to agree a date, how access is to be provided for the contractor, 
arranging for Workers/persons on site to be notified of the work and asked to vacate the 
area whilst the repair is carried out.  

 Higher risk activities will require a more specific assessment of risk which will need to 
be recorded. For specific additional risks, such as asbestos, hot works or confined 
spaces a Permit to Work is required (see Appendix 2i for Asbestos, for other work see 
Appendix 3iv).  

 consider whether a pre-contract meeting should be held. Such a meeting enables the 
Diocese to explain their Health and Safety Policy,  

 notify the contractor of any specific health and safety risks on site of which they need to 
be aware (e.g. the presence of asbestos) and inform the contractor of  
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 relevant emergency procedures and requirements for such things as Hot Works Permit. 
The Diocese should also set out their expectations of the Health and Safety standards of 
the contractor. 

 Be the contact person from the organisation to maintain ongoing communication, 
liaison and review. The frequency of formal meetings to discuss progress and resolve 
any health and safety issues, must be agreed and ad hoc meetings may also be needed 
to deal with emerging or unforeseen issues.  

 arrange for any other persons who may be aƯected by the contractors work to be 
notified of the work and provided with other relevant information 
 

 The Diocesan contact must have the authority to challenge contractors if they suspect 
health and safety standards are not being met. 
 
 

Contractors must: 

 Have provided all requested documentation and confirmed in writing that Risk 
Assessments are in place before works are undertaken.  

 Notify the Diocese before attempting to gain access to or start work.  
 For more complicated works a Principal Designer (not necessarily an architect but 

otherwise qualified and ‘competent’) must be appointed.  
 If construction work is being carried out (remember the very broad definition) then, 

where there is one contractor working, they need to create a written construction phase 
Health and Safety plan.  

 If there are two contractors or more than one, one of them will need to be appointed as 
the Principal Contractor. 
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APPENDIX 3iv: Permit to work (other)  
JOB DESCRIPTION  

PERMIT HOLDER  

PERMIT ISSUER  

 

SCOPE OF WORKS:  

 

GENERAL SAFETY CONTROLS 

Identify which PPE is required (below): 

☐ Face Shield ☐ Safety Glasses ☐ Gloves ☐ Foot Protection 

☐ Welding Mask ☐ Welding Boots ☐ Welding Gloves ☐ Welding Apron 

☐ Respiratory Protection ☐ Other: 

Is PPE suitable and fit for purpose? YES / NO / 
NA 

Are workers trained and competent? YES / NO / 
NA 

Is the work area isolated (e.g., screens or enclosures)? YES / NO / 
NA 

Are work pieces restrained from inadvertent movement? YES / NO / 
NA 
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FIRE CONTROLS 

Are combustible materials removed from work area? YES / NO / 
NA 

Is fire equipment suitable, fit for purpose and ready? YES / NO / 
NA 

Is wind direction satisfactory? YES / NO / 
NA 

 

FIRE WATCH 

Is a stand-by person (fire spotter) required? YES / NO / 
NA 

Is a post work fire watch required? YES / NO / 
NA 

If yes in the previous question, write the duration: 

 

SIGN OFF (OPEN PERMIT) 

This permit is active from (date and time): Until: 

Permit extension, if required (date and time): 

PERMIT HOLDER SIGNATURE: 

PERMIT ISSUER SIGNATURE: 

 

SIGN OFF (CLOSE PERMIT) 

The work was finished at (date and time): 

PERMIT HOLDER SIGNATURE: 

PERMIT ISSUER SIGNATURE: 
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Appendix 4: Chemical Safety  

Global Harmonised System (GHS) Chemical labelling  
The GHS system is a single worldwide system for the classification and communication of 
chemical hazards for industrial and consumer chemicals. 

Chemical products labelled with one or more of these symbols will require a COSHH 
assessment (a risk assessment on how the chemical will be used) and the Material Safety Data 
Sheet. 

Gas under pressure 
Symbol: Gas cylinder 

 

What does it mean?  
Contains gas under pressure; may explode if heated. 
Contains refrigerated gas; may cause cryogenic burns or injury. 
 
Examples of where we can find it 
Gas containers 
 
Examples of precautionary statements 
Protect from sunlight 
Wear cold insulating gloves/face shield/eye protection. 
Get immediate medical advice/attention. 

 

Explosive  
Symbol: Exploding bomb 

 

What does it mean? 
Unstable explosive 
Explosive; mass explosion hazard 
Explosive; severe projection hazard 
Explosive; fire, blast or projection hazard 
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May mass explode in fire 
 
Examples of where we can find it 
Fireworks, ammunition 
 
Examples of precautionary statements 
Obtain special instructions before use 
Do not handle until all safety precautions have been read and understood 
Keep away from heat/sparks/open flames/hot surfaces. – No smoking 
Wear protective gloves/protective clothing/eye protection/face protection 
Use personal protective equipment as required 
Explosion risk in case of fire 

 

Oxidising 
Symbol: Flame over circle 

 

What does it mean? 
May cause or intensify fire; oxidiser. 
May cause fire or explosion; strong oxidiser. 
 
Examples of where we can find it 
Bleach, oxygen for medical purposes 

Examples of precautionary statements 
Keep away from heat/sparks/open flames/hot surfaces. – No smoking 
Wear protective gloves/protective clothing/eye protection/face protection. 
Rinse immediately contaminated clothing and skin with plenty of water before removing 
clothes. 
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Flammable 
Symbol: Flame 

 

What does it mean? 
Extremely flammable gas 
Flammable gas 
Extremely flammable aerosol 
Flammable aerosol 
Highly flammable liquid and vapour 
Flammable liquid and vapour 
Flammable solid 
 
Examples of where we can find it 
Lamp oil, petrol, nail polish remover 

Examples of precautionary statements 
Do not spray on an open flame or other ignition source. 
Keep away from heat/sparks/open flames/hot surfaces – No smoking 
Keep container tightly closed 
Keep cool 
Protect from sunlight 

 

Corrosive 
Symbol: Corrosion 

 

What does it mean? 
May be corrosive to metals 
Causes severe skin burns and eye damage 
 
Examples of where we can find it 
Drain cleaners, acetic acid, hydrochloric acid, ammoniac 

Examples of precautionary statements 
Do not breathe dust/fume/gas/mist/vapours/spray 
Wash…thoroughly after handling 
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Wear protective gloves/protective clothing/eye protection/face protection 
Store locked up 
Keep only in original container 

 

Health hazard/Hazardous to the ozone layer 
Symbol: Exclamation Mark 

 

What does it mean? 
May cause respiratory irritation 
May cause drowsiness or dizziness 
May cause an allergic skin reaction 
Causes serious eye irritation 
Causes skin irritation 
Harmful if swallowed 
Harmful in contact with skin 
Harmful if inhaled 
Harms public health and the environment by destroying ozone in the upper atmosphere 
 
Examples of where we can find it 
Washing detergents, toilet cleaner, coolant fluid 
 
Examples of precautionary statements 
Avoid breathing dust/fume/gas/mist/vapours/spray 
Use only outdoors or in a well-ventilated area 
If inhaled: remove victim to fresh air and keep at rest in a position comfortable for breathing 
If swallowed: call a POISON CENTER or a doctor/physician if you feel unwell 
Wear protective gloves/protective clothing/eye protection/face protection. 
If on skin: wash with plenty of soap and water 
If in eyes: rinse cautiously with water for several minutes. Remove contact lens, if present and 
easy to do. Continue rinsing. 
Do not eat, drink or smoke when using this product. 
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Acute toxicity 
Symbol: Skulls and Crossbones 

 

What does it mean? 
Fatal if swallowed 
Fatal in contact with skin 
Fatal if inhaled 
Toxic: if swallowed 
Toxic in contact with skin 
Toxic if inhaled 
 
Examples of where we can find it 
Pesticide, biocide, methanol 

Examples of precautionary statements 
Wash... thoroughly after handling. 
Do not eat, drink or smoke when using this product. 
If swallowed: immediately call a POISON CENTER or a doctor/physician 
Rinse mouth 
Store in a closed container 
Do not get in eyes, on skin, or on clothing. 
Wear protective gloves/protective clothing/eye protection/face protection. 
If on skin: gently wash with plenty of soap and water 
Remove/take oƯ immediately all contaminated clothing. 
Wash contaminated clothing before reuse. 
Do not breathe dust/fume/gas/mist/vapours/spray. 
Use only outdoors or in a well-ventilated area 
Wear respiratory protection 
If inhaled: Remove victim to fresh air and keep at rest in a position comfortable for breathing 
Store locked up 
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Serious health hazard 
Symbol: Health hazard 

 

What does it mean? 
May be fatal if swallowed and enters airways 
Causes damage to organs 
May cause damage to organs 
May damage fertility or the unborn child 
Suspected of damaging fertility or the unborn child 
May cause cancer 
Suspected of causing cancer 
May cause genetic defects 
Suspected of causing genetic defects 
May cause allergy or asthma symptoms or breathing diƯiculties if inhaled 
 
Examples of where we can find it? 
Turpentine, petrol, lamp oil 
 
Examples of precautionary statements 
If swallowed: immediately call a POISON CENTER or a doctor/physician 
Do NOT induce vomiting 
Store locked up 
Do not breathe dust/fume/gas/mist/vapours/spray. 
Wash thoroughly after handling. 
Do not eat, drink or smoke when using this product. 
Get medical advice/attention if you feel unwell 
If exposed: Call a POISON CENTER or doctor/physician 
Obtain special instructions before use 
Do not handle until all safety precautions have been read and understood 
Use personal protective equipment as required 
If exposed or concerned: Get medical advice/attention 
Avoid breathing dust/fume/gas/mist/vapours/spray 
In case of inadequate ventilation wear respiratory protection 
If inhaled: If breathing is diƯicult, remove victim to fresh air and keep at rest in a position 
comfortable for breathing. 
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Hazardous to the environment 
Symbol: Environment 

 

What does it mean? 
Very toxic to aquatic life with long lasting eƯects 
Toxic to aquatic life with long lasting eƯects 
 
Examples of where we can find it? 
Pesticides, biocides, petrol, turpentine 
 
Examples of precautionary statements 
Avoid release to the environment 
Collect spillage 
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Appendix 5: Electrical Guidance  

Portable Appliance Testing  

Visual PAT inspection 

PLUG. Check for: 

 Cracked/ damaged casing 
 Evidence of overheating eg Scorch marks/ melt marks 
 Bent pins 
 Non BS 1363 plug without insulated pins 
 Incorrectly rated fuse 
 Incorrectly connected wires 
 Loose connections 
 Loose cable clamp 
 Outer insulation not held by clamp or cut short 

APPLIANCE. Check for: 

 Damaged/ faulty operation of on/ oƯ switch 
 Damage to casing 
 Loose parts 
 Missing screws 
 Evidence of overheating eg scorch marks/ melt marks 
 Evidence of moisture 
 Accessible fuse holders 
 Exposed wiring 

MAIN LEAD. Check for: 

 Cuts 
 Fraying 
 Brittleness 
 Kinks 
 Taped joints/ DIY fixes 
 Evidence of overheating eg scorch marks/ melt marks/ singeing 
 Not secured by grommet/ clamp on appliance 

 

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 suƯered from the eƯects of 
lightning. A specialist should be consulted to assess the need for lightning protection, but as a 
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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. 

Whilst BS EN 62305 recommends that lightning protection systems should be inspected and 
tested at fixed intervals, preferably not exceeding a twelve-month period, testing and inspection 
by a competent person may dictate a longer or shorter period for inspection, depending on their 
findings. 

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, these 
should be uploaded to Safety toolbox. 
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APPENDIX 6: Fire Procedures  
The Bishop and the board have the responsibility to ensure that all premises follow The 
premises ‘Responsible Person’ (person in control of a Diocesan premises on a day-to-day basis) 
will appoint a PSD approved Fire Risk Assessor to carry out a suitable and suƯicient Fire Risk 
Assessment (FRA) of all buildings in their area of responsibility. The competent person will then 
prepare a Fire Risk Assessment document for the premises. Guidance on choosing a 
Competent Person for this purpose has been prepared by the National Fire Chiefs Council and a 
link to this is included below. 

A physical copy of the fire risk assessment document will be held on the site to which it relates, 
and Line Managers/Parish Priests must ensure that Workers are told about any identified fire 
risks.  

An electronic copy of the fire risk assessment must be sent to the PSD. 

A copy of all fire risk assessments should be sent by the Responsible Person to PSD within 28 
days of receipt of the document and will then be retained within a central filing system.  

Actions raised within the FRA should be completed in the specified/appropriate timescale. 
necessary and ensure that appropriate fire safety measures are put in place and maintained 
appropriately. Review should be completed by approved assessor every 3 years and internally 
reviewed annually. 

Clifton Diocese / Parish Responsible Person will develop an emergency fire safety plan, with 
assistance from the Competent Person (Fire Risk Assessor) as required. This plan will be 
brought to the attention of all Workers/other persons by Line Managers/Parish Priests and 
suƯicient information, training and instruction provided to ensure the plan is understood and 
tested by carrying out periodic fire drills. 

There are additional requirements which will be identified in the fire safety plan including 
regular checks to make sure that: 

 all fire alarm systems are working 
 the emergency lighting is working  
 faults in systems and equipment are being recorded 
 all escape routes are clear, and the floor is in good condition 
 all fire escapes can be opened easily  
 any automatic fire doors close correctly 
 fire exit signs are in the right place 

Where the fire risk assessment identifies the need for the appointment of persons to act as fire 
marshals, then additional training, including in the use of fire extinguishers where necessary, 
will be provided. Persons who have not received training must not use fire extinguishers. 

Each Parish must have in place a Maintenance/Service Agreement for any fire extinguishers and 
electronic fire alarms. Guidance can be obtained from the Diocesan Health and Safety Co-
ordinator. 
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All residential accommodation should be provided with suitable smoke and carbon monoxide 
detection. There should be a minimum of a smoke detector to each floor with a habitable room 
and carbon monoxide detector to each from with a fixed combustion appliance. Contact PSD if 
you need further guidance. 

 

Fire Safety Procedures 

Preventative Fire Safety 

Electrical safety 

See Electrical Safety  

Gas safety 
 See Heating Equipment 

Chemical safety 
See Control of Substances Hazardous to Health  

Storage of chemicals that are flammable or oxidising agents are to be stored in a cool dark store 
either away from the main building or away from ignition sources, such as distribution boards, 
plant rooms heating equipment. 

No more than 50 litres of flammable liquids and oxidising agents are to be stored on site.  

Flammable liquids much be stored in a metal COSHH cabinet containing bunding to contain 
110% of the largest container stored within.  

Flammable and oxidising chemicals must be stored separately. Storage locations must be in 
separate fire compartments at a minimum.  

Risks of accidental and malicious fires 

Furniture: all material furniture must comply with relevant British Safety Standards (such as 
BS5852).  

Waste: All waste is to be removed as soon as practicable to an external store, before disposal. 
Waste stores are to be secure and away from the main building to prevent fire spreading from 
arson.  

Smoking: See Smoke free spaces and work environment  

Training  
All clergy, employees and volunteers are to complete fire safety training provided by the 
diocese. Fire safety training is to completed annually. 

Inspection & maintenance regime  
(unless otherwise specified in Fire Risk Assessment): 

(c): Contractor task, (v): volunteer task 
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Fire alarm panel service:   6 monthly (c) 

Manual call points:    Weekly rotation, all call points to be tested (v) 

Emergency lighting:    Monthly ‘flick’ test (v) 

     12 monthly 3-hour discharge test (c) 

Fire doors:     Monthly visual inspection (v) 

     12 monthly inspections (c) 

Portable fire extinguishers: Monthly visual of security tag, positioning and pressure (if 
applicable) (v) 

  12 monthly service (c) 

Emergency plan:   12 Monthly (v) 

Automatic doors:  6 monthly (c) 

Working chimney sweep:  12 monthly (c) 

Signage (exits, no smoking etc):  Monthly, as required (v) 

Candles extinguished:   Daily, as required (v) 

Fire routes cleared:   Daily, as required (v) 

Bins emptied:    Daily, as required (v) 

All records are to be completed on Safety Toolbox  

 

External links: 
https://nfcc.org.uk/our-services/building-safety/protection-building-safety/finding-a-fire-risk-
assessor/ 

 

Reactive Fire Safety  

Fire Actions 
DO NOT TAKE RISKS  

Raise the alarm by activating the alarm, see local procedures 

Call 999, ask for the Fire Service 

Leave the building by the closest available exit and assemble at the assembly point, do not 
allow people who have evacuated to leave until authorised to do so.  

Do not use lifts (if on site)  
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If someone leaves, local responsible person to collect contact details. see local procedures.  

Do not return to the building until authorised to do so.  

Only use fire extinguishers, if trained.  

 

Assembly points 
Assembly points are to be designated away from the building and so as not to hinder emergency 
services attending.  
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Appendix 7: Food Safety Procedures 
 

Procedure: 

 
 Generally, parishes do not undertake food preparation, beyond service of tea, coƯee or 

snacks from prepackaged food items that are stored at room temperature. Parishes are 
to: 

o Follow guidelines for storage of food items on the packaging 
o Dispose food items that have passed their ‘use by’ date, these foods are no longer 

safe to consume. 
o Check food items with a ‘best before’. Although care must be taken before 

consuming these products. Simple checks such as a smell may be helpful but 
should not be relied upon for food safety. If in doubt, the food is to be disposed of.  

o All packaging is to be retained for allergen information. When food is served, the 
allergen information is to be made available.  

 
 any persons involved in the processing of food shall undertake appropriate food hygiene 

training. Guidance on food preparation can be found via the Food Standards Agency 
(https://www.food.gov.uk/business-guidance/safer-food-better-business-for-caterers).  

 

Best Practice training: 

 - Level 1 for working with food, but not preparing (Tea, CoƯee, prepackaged food)  
 - Level 2 for preparing food, home baked cakes, sandwiches etc.  
 - Level 3 not required 
 kitchen area shall display a food hygiene guidance note appropriate to the activities 

being undertaken, if the kitchen is used regularly to prepare and serve food.  
 all surfaces that may come into contact with food shall be washed and disinfected 

before the commencement of any food preparation. 
 refrigerators used for the storage of food must be provided with the means for observing 

temperature, which must always remain below 4°C 
 cooked and uncooked foods must be stored separately 
 food must be used before the expiry of the suppliers Use by Date 
 all waste must be removed from the kitchen at the end of each day 
 the kitchen and other areas used in processing or display of food must be inspected 

before and after use to ensure the areas are left in a clean and safe condition all 
foodstuƯs must be labelled to indicate composition for those who might be allergic or 
intolerant of ingredients (there are exceptions, a cake donated by a parishioner to the 
church fete need not be labelled) 
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Appendix 8: Lifting operations and equipment  
Employers have a duty to ensure, amongst other matters, that lifting equipment and any 
lifting accessories are suitable, thoroughly examined, properly maintained and used 
correctly to avoid risk of injury to any person. 

Lifting operations and equipment applies to loads that are moved regularly.  

 

General 

Line Managers/Parish Priests (with assistance as necessary from PSD) must identify all 
existing items of lifting equipment and passenger or goods lifts capable of being used at 
premises for which they are responsible. 

Any lifting equipment used is to be serviced on a 6 monthly basis, typically arranged 
with the manufacturer and a thorough examination and test by an engineer, typically 
arranged through insurance.  

PSD will develop and maintain an up-to-date record of all lifting equipment and lifts. 
Line Managers/Parish Priests must notify the PSD promptly of any new lifting 
equipment/lifts. Where lifting equipment is disposed, PSD must be notified to enable 
records to be updated. 

Line Managers/Parish Priest must ensure that lifting equipment is thoroughly examined 
by a Competent Person (i.e. at least six monthly for accessories and equipment used for 
lifting people and, as a minimum, annually for all other equipment) or at intervals laid 
down in an examination scheme drawn up by a Competent Person. 

Line Managers/Parish Priests must retain a copy of certificates of thorough examination 
and shared with PSD along with any remedial actions. 

PSD will ensure that remedial work identified during thorough examination is 
undertaken within the stated timescales. Parishes/locations must ensure that any lifting 
equipment which the Competent Person determines, is unfit for use, remains out of use 
unless and until the defect(s) has been remedied and re-tested/examined as necessary. 

Line Managers/Parish Priests must ensure that lifting equipment is maintained in 
accordance with the manufacturers and Competent Person’s recommendations. 
Maintenance must only be undertaken by persons with the appropriate skills and 
knowledge. Maintenance records must be kept up to date and state when and by whom 
any repairs are carried out, these should be uploaded to Safety toolbox. 

Line Managers/Parish Priests must ensure that any lifting operations are properly 
planned and carried out by Competent Persons. 
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Regulations and guidance 

 Lifting Operations and Lifting Equipment Regulations 1998 
 Approved Code of Practice and guidance: 

www.hse.gov.uk/pUbns/priced/l113.pdf 
 Brief guide: 

www.hse.gov.uk/pUbns/indg290.htmhttp://www.hse.gov.uk/pUbns/indg290.htm 
 Brief guide to thorough examination: www.hse.gov.uk/pUbns/indg422.pdf 

NB: Sanctuary Lamps can incorporate a lifting mechanism, however, information 
provided by our insurers and the HSE categorises such items as ‘Suspended decorative 
features’ and are not subject to LOLER inspection requirements (See our ‘Suspended 
(Heavy) Items’ section 39:00 for more info). 

NB: Font covers with mechanism to lift the cover (load) will likely be subject to LOLER 
inspection requirements. 

 

Suspended items 

Suspended items that are not expected to move are not subject to specific inspections 
and servicing.    

It is strongly recommended that heavy suspended items within the Church, such as 
chandeliers (lights/ candles), crosses, canopies, overhead heaters, heavy drapes/ wall 
decorations etc are periodically inspected for safety by a competent person as part of a 
risk-based inspection scheme. 

Particular attention should be paid to the condition of chain links, wires and cables, as 
well as to the mounting points. 

If a suspended item must be moved or temporarily supported, it is crucial that the risks 
involved are assessed and a plan of action is properly thought through. Access 
equipment, lifts, or the use of temporary supports may be 'one oƯs' and will inevitably 
require more knowledge and skill than routine tasks. Such tasks will require a 
competent contractor with relevant insurance cover, and experience, and must satisfy 
the Parish/ Diocese by complying with all other relevant contractor checks. 

Suspended heavy items that could cause harm by falling must be inspected for safety 
by a competent person as part of a risk-based inspection scheme. The Diocese has 
formulated a process in conjunction with our insurers to comply with health, safety, and 
insurance requirements. 

Identify any heavy, suspended items as described above and arrange/ facilitate an initial 
assessment of how securely items are supported and identify any immediate risks and 
take appropriate actions. 
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Obtain and review any available information relating to the installation and safe 
maintenance of such items and take such information into account in terms of planning 
for ongoing safety. 

Make arrangements for relevant suspended items to be inspected by a competent 
person, typically a structural engineer, every 5 years or at Quinquennial (not exceeding 5 
yearly) unless that inspection identifies the need for an earlier formal inspection. PSD 
can be contacted for advice and support on selecting an appropriate contractor, as an 
access specialist is often required. 

Carry out a visual inspection items of all suspended heavy items annually from ground 
level, or elevated if safe elevated access is available. A visual inspection can include, 
but may not be limited to, photographing or videoing using equipment with a ‘zoom’ 
facility, or viewing items with the use of binoculars or monocular equipment. The annual 
inspector can be a volunteer providing they have adequate knowledge of the type of 
defect they may be looking for (and can demonstrate relevant competency). 

Report any concerns to the Diocesan/ Parish ‘Responsible Person’ and seek advice from 
the Property Services Department. Alternatively, if an inspection requires a second 
opinion to determine if a defect is present a PSD Surveyor may be able to oƯer an 
opinion. 

Assess risks (including the risk of disturbing something inadvertently) and decide on 
your plan of action before any heavy suspended item is moved or temporarily supported 
considering advice from a competent person to develop safe working practices as 
necessary. 

Ensure that a safe means of accessing suspended heavy loads is identified and utilised. 

Ensure any equipment used to support a heavy load is suitable and (where necessary) 
has been inspected and tested by a competent person. 

Ensure anyone involved in maintenance of suspended heavy items understands the 
risks involved. 

Plan to eƯectively prohibit work or access under suspended heavy loads that are not 
safely secured. 

Keep a record of all the above for internal/ external auditing purposes. 

NB- Do not overestimate the ability of a person to prevent a heavy item from 
falling/moving. 
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Appendix 9: Protected Characteristics Arrangements 
 

New and Expectant Mothers 

We are committed to protecting the health and safety of women of childbearing age and 
new or expectant mothers, to ensure compliance with the Management of Health and 
Safety Regulations 1999. We do not equate pregnancy with ill-health, but we recognise 
that the potential health and safety implications must be addressed.  

Upon receipt of written notification that a paid or other worker is pregnant, Line 
Managers will ensure that the work tasks carried out by the pregnant worker/ new 
mother are reviewed in the light of their condition and suitable adjustments made to 
maintain their health and safety and that of their unborn child. Where there is significant 
risk, these considerations will be documented in the form of a risk assessment.  

Paid workers and other persons aƯected will be made aware of the results of risk 
assessments so that new or expectant mothers are not put at risk of injury or ill-health 
from any foreseeable hazard. 

 

Menopause 

Our commitment is to create a safe, supportive, and inclusive environment that meets 
the needs of all employees, including those experiencing menopausal symptoms. This 
is achieved by: 

ensuring that no employee or volunteer is treated unfairly, disadvantaged or 
discriminated against. 

Creating a supportive environment and where necessary risk assess the needs of the 
individual to allow them to continue working and mitigate as far as reasonably 
practicable eƯects that may exacerbate symptoms 

Open communication to provide open and respectful dialogue about menopause and 
reduce stigmata and promote awareness. 

As far as reasonably practicable, provide wellbeing resources, including occupational 
health support.  
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Older workers 

There is no single age where someone becomes an ‘older worker.’ In our organisation, 
we believe that as long as an individual is fit and able to do their job safely and 
eƯiciently, age is not a justifiable barrier to enabling them to continue to work.  

Where appropriate, we carry out person centred risk assessments which help to identify 
factors about an individual’s job that may put them at increased risk and discuss with 
them an appropriate set of measures to mitigate those risks. 

It remains the workers responsibility to inform if there are any health concerns that may 
necessitate an additional risk assessment, in particular during lone working.  

 

Children and young people at work 

Young people are defined as those persons over school leaving age but under 18 years, 
those under the age of 16 are defined at children.  

We recognise that children and young people may be at increased risk in the workplace 
due to their immaturity, inexperience and lack of risk awareness. We also recognise that 
persons over 18 years who are new to the world of work may be similarly vulnerable. In 
all cases, the health, safety and well-being of young workers or inexperienced workers 
should be managed on a case-by-case basis.  

Where young people/children are involved in work experience or are employed, 
compliance with applicable employment and working hours legislation must be 
followed.  

Consideration of the risks associated with the tasks which the young person/child is to 
be undertaking, allowing for their immaturity, inexperience and lack of risk awareness 
must be made. Where appropriate a person-specific risk assessment should be carried 
out. The individual should be provided with additional instruction and supervision as 
determined by the findings of the risk assessment.  

In the case of employment/ work experience of children, the significant findings of risk 
assessment must be shared with their parent or legal guardian, school or college prior 
to the placement/ work starting. 

 

Disabled persons 

We recognise that disablement need not be a barrier to contributing to the activities of 
the Diocese. We are committed to the inclusion of disabled persons and will endeavour 
to introduce reasonable adjustments to facilitate this where necessary. It should be 
remembered that not all disabilities are obvious, and the best approach is to talk to the 
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individual to fully understand their situation. We should endeavour to make reasonable 
and practical adjustments to allow everyone to fully engage in Diocesan life. 

In the case of individual clergy, paid and other workers, their needs should be dealt with 
locally and involve discussion with the individual concerned on a case-by-case basis to 
facilitate agreement of a practical solution to maintaining their health, safety and well-
being and to avoid endangering others who might be aƯected.  

We also recognise that there are occasions when people are temporarily disabled, for 
example following an accident or illness. Persons suƯering temporary disablement 
should be encouraged to continue to work or participate in the activities of their parish 
or the Diocese as far as they feel able. Reasonable and practical measures should be 
taken to accommodate this aim.  

In instances of temporary or permanent disablement of clergy, this will be a matter for 
Clergy welfare committee, responsible for clergy welfare.  

Consideration must be given to whether further measures are required to warn 
individuals who have a disability of an emergency, and on whether they will require 
additional support to aid an evacuation. 

 

Migrant workers 

Migrant workers are people who have come to the UK in the last five years and are 
working or other recently arrived workers from overseas. Migrant workers may be at 
increased risk of harm in the workplace due to:  

Language and communication issues;  

Basic competencies such as literacy, numeracy, physical attributes, general health and 
relevant work experience;  

Compatibility with UK professional or vocational qualifications; and  

DiƯerent attitudes and assumptions.  

We seek to integrate migrant workers into the workplace and equip them with the 
information, training and supervision necessary to enable them to work safely and 
eƯectively. Person centred assessments are carried out where appropriate to identify as 
far as is reasonably practicable, individual risk factors and develop controls through 
consultation with the individual worker and their Line Manager. 

 

 


