Peterborough DAC

Health and Safety basic audit 
Questionnaire
The following questionnaire is intended to provide a basic audit of the way the PCC is managing Health & Safety issues.  It should be reviewed annually and a report of the findings should be presented to the Annual Church Meeting.  The PCC is strongly advised that it must honour statutory requirements; there are no exemptions for PCCs or church buildings and churchyards.  Further advice can be obtained from Ecclesiastical Insurance; a full policy statement and guidance notes can be down-loaded from http://www.ecclesiastical.com/ourproducts/insurance/churchinsurance/index.aspx  or telephone 0845 777 3322  

All DAC guidance notes are available from the DAC office (01733 887 007) or www.peterboroughdiocesanregistry.co.uk  and others, including Asbestos and Working at Height information,  can be found on www.churchcare.co.uk 

Parish and dedication of the church building
Audit done by (name and address):

Role within parish e.g. Churchwarden

Date:

Discussed by PCC on:

Next audit to be done (date)
	ISSUE
	COMMENT
	OK?
	URGENT ACTION?
	REVIEW DUE

	Policy and Risk Assessment

	· Has the PCC adopted a Health and Safety Policy?
· It is in a written format?

· Who prepared the policy?
·  Has the PCC done a risk assessment, identifying potential hazards without and outside the church building/churchyard?
· Has the PCC taken steps to prevent illness and injury where hazards have been identified?
· Are there issues that still need addressing?
	
	
	
	

	· Is the environment as safe as is reasonably practicable?

· Does the PCC provide people using the church/churchyard with information regarding risks and health and safety measures?

· Do you consult with users about issues they may have identified or concerns they may have?
	
	
	
	

	· Are specific risk assessments done for particular services, where hazards are identified e.g. Christingle

· Are assessments done for events other than services e.g. art exhibitions, concerts?


	
	
	
	

	ISSUE
	COMMENT
	OK?
	URGENT ACTION?
	REVIEW DUE

	Accidents and first aid

	· Is there an accessible accidents book?

· Have there been any accidents in the last year? (If so, please specify)

· Is there a first aid box available?

· Is there a specific person appointed to deal with first aid when the building is in use for events/services? 

· Are any notices e.g. “mind the step” clearly printed

· Are instructions about emergency procedures and local contact numbers clearly displayed and updated?
	
	
	
	

	Emergencies

	· Do people with particular responsibilities know about access, lighting, safety procedures, who to contact in an emergency?

· Are fire appliances regularly serviced and clearly marked? 

· Has the PCC provided clearly marked and unlocked exits for emergency use?
· What evacuation plan is in place, who is responsible for it and do all those supervising the event understand it?
· Has fire officer been appointed by the PCC to take specific responsibility for this aspect of Health and Safety?
	
	
	
	

	ISSUE
	COMMENT
	OK?
	URGENT ACTION?
	REVIEW DUE

	Equipment

	· Is there any equipment which could be a hazard e.g. lawnmower, ladder, water boiler?
· Is there a computer or visual display unit in the building?
· What measures have been taken to minimise the risk of injury or illness for those using any equipment provided?

· Is all equipment stored securely, to minimise the risk of unauthorised users harming themselves?
	
	
	
	

	Hazardous substances

	· Are candles, matches and flammable items stored securely so they are inaccessible?
· Is mower fuel or other fuel stored in the building or in a store in the churchyard?
· Is cleaning equipment and materials stored safely and securely?
	
	
	
	

	Asbestos

	· Has the PCC undertaken an audit of the building to identify any asbestos and its condition?
· Has the PCC assessed the risk posed by any identified asbestos?

· Agreed a management plan in accordance with the Regulations?
	
	
	
	

	ISSUE
	COMMENT
	OK?
	URGENT ACTION?
	REVIEW DUE

	Catering

	· Are those who provide food/drink aware of the relevant legislation regarding hygiene, preparation, cleaning, disposal of waste?

· If you ever sell food/drink have you noted the relevant legislation?

Other issues

	
	
	
	

	Access

	Paths

· well maintained surface?

· easy for wheel chairs and push chairs to use?

· clearly defined edges?
	
	
	
	

	Steps

· clearly marked edges?

· firm tread ?

· handrails secure?
	
	
	
	

	Flooring

· Are carpets firmly secured?

· Are edges clearly defined?

· Are floors level and even?
	
	
	
	

	Doors

· easy to use handles?

· secure means of holding it open?


	
	
	
	

	Other issues

	
	
	
	

	ISSUE
	COMMENT
	OK?
	URGENT ACTION?
	REVIEW DUE

	Bells

	· Safe access to bell ringing chamber?
· Bells left safely and tower locked when not in use?
· What safety procedures are observed during ringing?
	
	
	
	

	Electrics

	· Has the system been checked and a report included in the latest Quinquennial Inspection Report ?
· Is the wiring in good condition?
· Are all appliances earthed and tested?
· Are instructions for equipment and switches clearly printed?
· Is the fuse box labelled?
· Is the system protected with circuit breakers ?
Other issues


	
	
	
	

	Lightning protection

	· Has the system been checked within the past five years and a copy of the report included in the QIR?

· Is the bell frame metal and, if so, is it protected from lightning?

Other issues

	
	
	
	

	ISSUE
	COMMENT
	OK?
	URGENT ACTION?
	REVIEW DUE

	Heating

	· Are heaters themselves likely to burn people or fabric?

· Is there any risk that back heat from appliances could set fire anything?

· Are all appliances and cables securely fixed?

· Are all heat sources properly protected?

· Is the gas/oil supply sound?

· Is the boiler properly ventilated?

Other issues


	
	
	
	

	Lighting 

	· Is the lighting patchy or even throughout the building?

· Are doorways, steps, hazards, properly lit?

· Are bulbs easy to change?

· Are switches safe to use and in user-friendly locations?

· Is there a light on a two-way switch so the last person to leave the building does not have to fumble about in the dark?

· Is the porch/path/entrance lit?

Other issues

	
	
	
	

	ISSUE
	COMMENT
	OK?
	URGENT ACTION?
	REVIEW DUE

	Churchyard

	· Are the boundary walls/fences safe and well maintained?
· Are there any headstones, kerbs, railings or other features that are poorly maintained or a hazard?

· Are there any tombs that are at risk of collapse?

· Are there any trees that are dying or have dropped branches?

· Has the PCC undertaken a survey of trees in the last year?

· If there is an oil tank is it double-bunded to prevent leaks into the soil?

· If there is a boiler house, is it secure and are any steps both safe to use and secured against unauthorised entry?
	
	
	
	


Remember:

· Any works, even repairs and maintenance, are likely to require permission either from the Archdeacon or by Faculty.  Please check with the Archdeacon or DAC office before undertaken even minor work.  

· Emergency works still need to be authorised; contact the Registrar 01733 887 007 to apply for permission to do urgent work quickly.

· Permission for works to trees is usually granted by the Archdeacons.

· Headstones, tombs and monuments remain the property of the heirs of those interred in the grave.  The PCC (or Parish Council in a Closed Churchyard) is not able to undertake works without permission; the Registrar can advise on the PCC’s legal position should the need arise.

· Closed churchyards remain under Faculty Jurisdiction, even if the local authority is responsible for undertaking works of repair and maintenance.

· “Topple testing” or other mechanical means of testing headstones, should not be undertaken without consulting the Registrar.
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