
 
SURREY CHAPEL 2 – 6 BOTOLPH STREET NORWICH NR3 1DU 

 
HEALTH AND SAFETY POLICY STATEMENT 

 
Surrey Chapel is a place of worship comprising one building with associated 
parking. The building is believed to have been constructed in the 1950s and 
was formerly used as an office block. The nature of the work carried out in the 
building is commensurate with the purposes of the Church. 
 
Statement of Intent 
The Church Management Team accepts the health, safety and wellbeing of its 
employees and health and safety of contractors, visitors and members of the 
public as their responsibility and believes it to be an important consideration in 
the organisation and management of its day to day activities. 
Employees are encouraged to share the responsibilities for health and safety 
at work and will be provided with such information and training as they need 
for this purpose. The CMT is committed to fulfil its statutory obligations under 
the Health and Safety at Work Act 1974 and related legislation and to do all 
that it sensibly can to prevent personal injury and maintain a healthy safe 
place of work, safe equipment and systems of work as far as is reasonably 
practical for employees and visitors. 
The CMT will ensure that, within reasonable bounds, sufficient funds, 
resources and management time are allocated so as to ensure that this policy 
can be effectively implemented, including a commitment to consult with its 
employees on health and safety issues as and when necessary 
The health and safety policy and its operation will be reviewed periodically. 
 
Employer Responsibility 
Overall and final responsibility for health and safety rests with the CMT. 
Health and Safety matters are reported at CMT meetings. All correspondence 
with the Health and Safety authorities should be dealt with only by the CMT. 
The CMT has appointed Alan Lawn as health and safety officer who will be 
responsible for day to day health and safety matters 
 
Individual Responsibility 

All employees have a responsibility to maintain a safe and healthy workplace 
and to take reasonable care of themselves and others. Whenever an 
employee notices a health or safety problem which they are not able to put 
right they must immediately tell the health and safety officer or a member of 
the CMT. Suggestions for improvements to further secure the health and 
safety of staff, visitors and the working environment should be similarly 
reported. The CMT will consult with employees during risk assessments or 
sooner as appropriate. 
 
 
 
 
 
 



First aid and Accident book 
The first aid box and accident book is located under the welcome desk. The 
box should be of a size and content appropriate to the number of staff 
employed and users of the building. The health and safety officer is 
responsible for ensuring its replenishment 
The names of first aiders are displayed on the staff notice board or adjacent to 
the first aid box 
There is a defibrillator behind the Welcome Desk and a list of trained 
operators is available. 
All accidents must be reported in writing to the health and safety officer or a 
member of the CMT as well as being recorded in the accident book. 
Any accident that involves the employee spending any time away from work 
must be reported immediately to the health and safety officer or member of 
the CMT with written details to follow within seven days. 
 
Hazards 
Waste disposal and cleanliness 
All areas are to be kept clean and tidy at all times. The kitchen and toilet 
areas should be maintained to a hygienic standard. All rubbish must be 
disposed of in an appropriate manner. Cleaning substances should be stored 
safely. 
Lift 

The lift shall be maintained and serviced at regular intervals. It should be used 
in a responsible manner and young children should be accompanied. It must 
not be used in the event of a fire. 
Ladders 

In the event that it is deemed necessary to use a ladder, care must be taken 
with regard to its use, positioning etc. The user should ensure that someone 
else is on hand to support and help secure. If in doubt, the use of a contractor 
should be considered in conjunction with the health and safety officer. 
Kitchen 
The Kitchen should be used for designated purposes only. Anyone under the 
age of 16 should be supervised when using equipment or preparing hot food. 
Consideration should be given to the presence of very hot surfaces, kettles 
and sharp implements. 
A Food Hygiene Policy has been implemented. 
Photocopier/printer 
This equipment will be maintained in accordance with the manufacturer’s 
guidelines. 
Electrical equipment 

The building’s fixed electrical wiring system should be tested and certified as 
provided in the trust deed / licence. 
All portable electrical appliances should be visually inspected annually and a 
test carried out by a qualified person every other year. Any equipment 
showing signs of wear should be reported to the Health & Safety officer to be 
repaired as necessary and without undue delay 
Cables and wires 
There are no particular hazards relating to cables and wires other than are 
normal. However staff and users should ensure that cables and wires are 



secured and not left trailing in such a way as to create a hazard. Staff and 
users should not overload sockets with excessive use of adaptors 
Computer equipment 
All computer equipment should comply with current regulations. Risk 
assessments should be carried out in accordance with current regulations. 
 
Risk assessments 
A formal risk assessment should be carried out at intervals specified within 
the terms of the licence / trust deed or if significant changes to the 
environment are noted. 
 
Staff training 

This health and safety policy is to be made known to all members of staff on 
joining the organisation and its importance stressed. A poster dealing with 
Health and Safety law is displayed on the notice board. This health and safety 
policy is also displayed on the staff notice board along with the Lone Working 
policy 
 
It is the responsibility of the health and safety officer to ensure that all new 
members of staff and regular users are made aware of the health and safety 
requirements. 
 
Policy reviewed:  September 2018 
 
Associated Policies and documents: 
Fire Procedures and Records   September 2018 
Food Hygiene Policy    April 2018 
Lone Working Policy    February 2018 
Risk Assessments        April 2018 
Safeguarding Policy     April 2018 


