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Although subject to an annual review, this document is not necessarily revised every year.  The issue date is that on which the text was last changed.

	Address
St Andrew's Vicarage, St Andrew's View, Radcliffe M26 4HE

	 This facility is for the use of groups affiliated to the Saint Andrew, Radcliffe, and those which the PCC may allow to use it.

	
	

	General Policy

	The Lighthouse is a facility run by Saint Andrew Radcliffe and used by various groups.  There are three categories of people within the building at any one time:

1. Employees, within this category are both those who are paid for their work and those who do so voluntarily.  The volunteers who run groups or who organise events which are affiliated to Saint Andrew are included in this category.  Personnel running groups which are not affiliated to Saint Andrew are, for the purposes of this policy, categorised as Contractors.

2. People who attend the organised groups or event - in the terms of the HSE definition, these are categorised as the general public, although it is recognised that, in large part, these will be part of the congregation.  It is recognised that, particularly on a Sunday but at other times as well, a large proportion of the people present in the building will be minors (under the age of eighteen).

3. Contractors - for the purposes of this policy document this covers both those who are employed to come and do work within the buildings and gardens and those who have contracted to use the building for their own use.  This is a deliberate simplification used to cover all those who come into the building.

The facility will be run will be run with all due care and diligence in order to minimise the risk of an accident or ill health transpiring as the result of any activity authorised by the PCC.

	 

	Responsibilities

	Overall

	The Parochial Church Council is responsible for the upkeep of The Lighthouse and for overseeing this policy and its implementation.  The PCC will review this document immediately prior to the APCM and present the findings of that review to the APCM.  Other reviews will be undertaken if there are significant changes to the building or its use.

The PCC are also responsible for ensuring that those carrying out specific tasks (referred to as a competent person) are competent.

	 

	Day to day

Rev'd Jo McKee as she works in the building

	 

	For specific meetings

The person (or persons) responsible for organising the meeting is (are) also responsible for ensuring that the requirements of this policy are met.

	  

	Competent Assistance
There are several people within the congregation who have workplace health and safety experience.  Their advice will be sought as required.  Advice from the following members of the PCC will be specifically sought:

Mike Vine (Reader and Engineer with many years experience in a variety of different industrial environments).
Bob May (Reader and senior manger of a company involved with civic development)

	 
Guidance will be sought from the HSE website on specific items.

	 As part of his general work duties, one of our Readers, Mike Vine, receives regular updates from the HSE.  He forwards the relevant documents to the vicar and those involved.  These cover particular (such as a firework display) as and when they are published, which is usually in good time for these events.

	 
	 

	Groups using the building

	There are groups using the building who are affiliated with Saint Andrew, Radcliffe and operate under the oversight of the PCC and the APCM as well as groups who have contracted to do so.  In addition, the vicar uses one of the rooms as her office during the week.

	 The building is also used for other regular evening meetings, but these are not necessarily on a specific night.

	Monday
	During the day on a monthly basis: Open Doors
Evening on a monthly basis: SALT (Saint Andrew's Ladies Together) and PCC

	Tuesday
	p.m. Oasis (Craft Group)

	Wednesday
	Nothing regular

	Thursday
	Nothing regular

	Friday
	Brownies meet most weeks, (use the downstairs only).

	Saturday
	Nothing regular

	Sunday
	Children and Young People's Groups - there is an attendance register in church.

	 
	 

	Record Keeping

	Records, Risk Assessments, Fire Safety Log, Accident Book and the Electrical Log are all kept in the vicar's office.

	 
	 

	Specific Policies
	 

	Lone working
Because of the nature of the usage of the building, there is the probability of lone working.  This will be specifically covered by a Risk Assessment.

	 

	Children and Vulnerable Adults
The church has published policies concerning children and vulnerable adults and all users of The Lighthouse will be expected to abide by these.

	 

	Electricity
All fixed electrical wiring and portable appliances belonging in the building will be checked at the intervals recommended by the HSE by one or more competent people.  The checks and the portable appliances will be recorded in a register.

Portable appliances brought across from the church building or taken across to the church building will not count as having left the respective building because they remain under the control of the responsible people.

	 The safety of any portable appliances brought in by groups using the building will remain the responsibility of the group bringing them in.  These are not to be stored in the building unless they are entered into the building electrical register.  If they are removed from the building for any reason, they will be removed from the register.

	References:
indg231 Electrical safety and you,



indg236 Maintaining portable electric equipment in low-risk environments

	 
	 

	First Aid
A First Aid box, as approved by the HSE, is stored in the kitchen of The Lighthouse.
It should be noted that this exceeds the requirement of the current British standard, which would be inadequate for the purpose intended.

	Sunday
First aid provision is different on a Sunday, because the use of The Lighthouse is linked to the services in church.  Cover is provided by the First Aiders in church.

	Monday to Friday
All groups making use of The Lighthouse will need to assess their First Aid needs.  As a minimum this will be an Appointed Person.

	Reference:
indg214 First Aid at Work

	  

	Risk Assessments
All risk assessments will be carried out by a competent person.

	 A general risk assessment for the building will be carried out.

	 Specific risk assessments will be performed to cover the different groups using the building because each is, in its own way, unique.

	 A specific risk assessment will be carried out to cover any lone workers in the building.

	Reference:
indg163 Risk Assessment

	 

	Contractors
Will be required to observe the findings of this Policy, whilst remaining responsible for any Health and Safety requirements associated with the particular work they are doing.  They will have the presence of groups drawn to their attention.
Should the contractor advise that the groups do not meet whilst they are doing the work, the groups will either be cancelled or moved (if appropriate) to the church building.

	Reference:
indg 368 Using contractors

	  

	Accident Reporting
All accidents will be recorded in the Accident Book and investigated by a competent person.  Where it is necessary to report any such accident to outside authorities this will be done within the guidelines laid down by the HSE.

	Reference:
L73 HSE Guide to Reporting of Injuries, Diseases and Dangerous Occurrences (RIDDOR)

	  

	Fire
There is a separate fire assessment performed by a competent person and this has been recorded and acted upon.  This forms part of the Fire Safety Log.

	  

	Preparation of Food
There is a fully equipped kitchen in The Lighthouse.  Any groups making use of these facilities are responsible for doing so in a clean and hygienic manner and are also responsible for leaving the facilities in the condition in which they would like to find them.

	  

	Cleaning
Each group is responsible for cleaning up after themselves.  In addition a cleaner will be employed to operate at the necessary level.

	  

	Security
Because of the isolated nature of the building, two people will be involved in the securing of the building at the end of a group session unless the building continues to be occupied.
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