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The Diocesan health and safety policy and supporting 

documentation has been split into 4 sections as follows: 
 
 
Section 1  Health and Safety Policy 

 

Section 2   Health and Safety Topics 

 
Section 3   Risk Assessment 

 

Section 4   Forms and Notices 
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CONTRACTORS FORM 

Acknowledgement of willingness to co operate with Diocesan Health and Safety 
Policy 

 
Safety Rules 

1. Contractors should provide a copy of their safety policy statement 

of intent and safety rules pertaining to the client. 

 
2. Contractors will employ on the contract only those persons who are 

skilled, experienced and competent in the performance of their 

trade or tasks. 
 

3. Contractors will provide any and all information necessary to 

complete the health and safety plan and file.  (As detailed in the 
Construction (Design and Management)  Regulations 2007) 

 
4. Contractors must comply with the requirements of any and all 

legislation affecting the contract. 

 

 
To be completed by the contractor 

 
 

I have read the Health and Safety Policy Statement for The Diocese of 

Arundel and Brighton and fully understood its contents. 
 

I have read above Contractors’ Safety Rules and recognise these as the 

intention to reduce the risks associated with the work we will carry out. 

 
I agree to abide by these rules and to liaise with the responsible person 

within the Diocese at each stage of the contract. 

 
 
Signed: 

 

 
 

Date: 

 
 

 

Contractor’s Details: 
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Workstation Self Assessment Form 

 
Please answer the following questions by ticking Yes or 
No as appropriate. 

 

 Yes No 

 
Do you have adequate background lighting? 

 
□ □ 

 

Are task lamps available to illuminate the work area? 
 

□ □ 
 

Can you view copy without repeated movement of the neck? 
 

□ □ 
 

Can the copy be viewed at the same height as the monitor? □ □ 
 
Can you easily adjust the position of the monitor?  

  
□ □ 

 

Is the screen at a comfortable viewing angle? 
 

□ □ 
 

Is there space for all your day to day equipment and documents? 
 

□ □ 
 

Is the desk deep enough to allow you to rest your forearms in 
front of the keyboard? 

 

□ □ 

 

Have you enough room to move freely in your chair? 

 
□ □ 

 
Is the desk surface of low reflectance material? 

 
□ □ 

 
Are there any trailing cables? 

 
□ □ 
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 Yes No 

 
 

Is the screen clean? 
□ □ 

 

Are you troubled by light reflecting onto the screen? □ □ 
 

Does the display flicker? 

 
□ □ 

 
Is there sufficient adjustment for contrast/ brightness? 

 
□ □ 

 
Do you ever get pains in your hands and arms? 

 
□ □ 

 

Can you key in without holding your arms, wrists and hands at 
an awkward angle? 

 

□ □ 

 
Can you adjust the seat height? 

 
□ □ 

 
Is the backrest adjustable? 

 

 

□ □ 

Does the chair swivel freely? 
 □ □ 
 

Is the chair comfortable? 

 
□ □ 

 

Can you rest your feet flat on the floor? 

 
□ □ 

 

Do you feel discomfort in your legs and feet? 

 
□ □ 

 
 

Name of workstation user: 

 

 
 

Date: 
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Risk Assessment Form 

Risk Assessment 
subject: 

 

 

Assessment 

undertaken by: 
 

Date: Review date: 

Reference material: 

e.g. Regulations and 
Approved Codes of 

Practice 

 

Hazards Identified:  

 
 

 

Risks Identified: 

 
 

 

 

 
 

 

 
 

 

 

Who and how many 
might be harmed? 

 
 

 

 
 

Current control measures: 

 

 
 

 

 
 

 

 
 

 

 

 

Action recommended: 

 

 
 

 

Priority 
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Essentials of Food Hygiene 
 

 Keep yourself clean and wear clean clothing. 
 

 Always wash your hands thoroughly; before handling food, after using the 
toilet, handling raw food or waste, before starting work, after every break, 

after blowing your nose. 

 

 Do not work with food if you have suffered stomach or bowel trouble within 
the last 48 hours. 

 

 If you have any skin, nose, throat or infected wound avoid any food 
handling. 

 
 In registered premises, tell your supervisor, before commencing work, of 
any skin, nose, throat, stomach or bowel trouble or infected wound.  You are 

breaking the law if you do not. 

 
 Ensure cuts and sores are covered with a waterproof, highly visible 
dressing. 

 

 Avoid unnecessary handling of food. 
 

 Do not smoke, eat or drink in a food room, and never cough or sneeze over 
food. 

 

 If you see something wrong - tell your parish priest, or (for registered 
premises) your supervisor. 

 

 Do not prepare food too far in advance of service. 
 

 Keep perishable food either refrigerated or piping hot. 
 

 Keep the preparation or raw and cooked food strictly separate. 
 

 When reheating food ensure it is piping hot. 

 

 Clean as you go.  Keep all equipment and surfaces clean. 
 

 Follow any food safety instructions either on food packaging, from the 
person in charge of the kitchen or from your supervisor (for registered 

premises). 



H
&

S
 P

o
li
c
y

 S
e

c
ti

o
n

 4
 0

8
/0

1
 

 
 

H
ea

lth
 a

nd
 S

af
et

y 
In

du
ct

io
n 

T
ra

in
in

g 
C

he
ck

lis
t 

 E
m

p
lo

ye
e:

 
 

 
 

 
 

 
 

 
 

 
 

P
la

ce
 o

f 
w

o
rk

: 
 D

at
e:

  
 

 
 

 
 

 
 

 
 

 
 

In
d

u
ct

io
n

 c
o

n
d

u
ct

ed
 b

y:
 

  T
he

 fo
llo

w
in

g 
ite

m
s 

sh
ou

ld
 b

e 
co

ve
re

d 
w

ith
 a

ll 
ne

w
 e

m
pl

oy
ee

s 
w

ith
in

 th
e 

fir
st

 d
ay

 o
f t

he
ir 

em
pl

oy
m

en
t. 

 
T

ic
k 

th
e 

ap
pr

op
ria

te
 b

ox
 w

he
n 

th
e 

ite
m

 is
 c

ov
er

ed
. 

 
I
te
m
 

T
ic
k
  

I
te
m
 

T
ic
k
  

F
ir
e
 p
r
o
c
e
d
u
r
e
s
: 

 

 
R

e
p

o
rt

in
g

 h
e

a
lt

h
 a

n
d

 s
ic

k
n

e
s
s
 

 

F
ir

e
 w

a
rn

in
g

 (
d

e
s
c
ri

b
e

) 

 

 
O
th
e
r
: 

 

A
c
ti

o
n

 t
o

 b
e

 t
a

k
e

n
 o

n
 h

e
a

ri
n

g
 f

ir
e

 a
la

rm
 (

e
v

a
c
u

a
ti

o
n

, 
a

s
s
e

m
b

ly
 a

n
d

 r
e

p
o

rt
in

g
 p

ro
c
e

d
u

re
) 

 
W

h
e

re
 t

o
 f

in
d

 h
e

a
lt

h
 a

n
d

 s
a

fe
ty

 i
n

fo
rm

a
ti

o
n

 
 

R
a

is
in

g
 t

h
e

 a
la

rm
 (

p
ro

c
e

d
u

re
) 

 
W

e
lf

a
re

 f
a

c
il
it

ie
s
 (

to
il
e

ts
, 

re
s
t 

ro
o

m
s
, 

w
h

e
re

 t
o

 e
a

t 
a

n
d

 d
ri

n
k

 

e
tc

) 
 

 

F
ir

e
 f

ig
h

ti
n

g
 (

p
ro

c
e

d
u

re
) 

 
Is

s
u

e
 a

n
d

 e
x

p
la

n
a

ti
o

n
 o

f 
a

n
y

 p
e

rs
o

n
a

l 
p

ro
te

c
ti

v
e

 e
q

u
ip

m
e

n
t 

(g
iv

e
 d

e
ta

il
s
) 

 

 

L
o

c
a

ti
o

n
 o

f 
e

x
it

s
/ 

e
s
c
a

p
e

 r
o

u
te

s
 

 
In

s
tr

u
c
ti

o
n

 u
n

d
e

r 
C

O
S

H
H

 (
g

iv
e

 d
e

ta
il
s
) 

 

 

F
ir
s
t 
a
id
: 

 
E

x
p

la
n

a
ti

o
n

 o
f 

a
c
c
e

s
s
 a

rr
a

n
g

e
m

e
n

ts
 (

e
.g

. 
p

a
rk

in
g

, 
s
ig

n
in

g
 i

n
/ 

o
u

t,
 s

e
c
u

ri
ty

 a
la

rm
 e

tc
) 

 

A
c
c
id

e
n

t/
 i

n
c
id

e
n

t 
re

p
o

rt
in

g
 p

ro
c
e

d
u

re
 

 
E

x
p

la
n

a
ti

o
n

 o
f 

w
o

rk
 d

u
ti

e
s
 a

n
d

 a
n

y
 k

n
o

w
n

 r
is

k
s
 a

s
s
o

c
ia

te
d

 w
it

h
 

th
e

s
e

 d
u

ti
e

s
. 

(e
x

p
la

in
) 

 

 

N
a

m
e

s
 o

f 
p

e
rs

o
n

s
 t

ra
in

e
d

 i
n

 f
ir

s
t 

a
id

 
 

D
e

ta
il
s
 o

f 
a

n
y

 p
ro

h
ib

it
io

n
s
 e

.g
. 

s
m

o
k

in
g

 (
g

iv
e

 d
e

ta
il
s
) 

 
 

L
o

c
a

ti
o

n
 o

f 
fi

rs
t 

a
id

 e
q

u
ip

m
e

n
t 

 
A

n
y

 o
th

e
r 

re
le

v
a

n
t 

h
e

a
lt

h
 a

n
d

 s
a

fe
ty

 i
s
s
u

e
s
 (

g
iv

e
 d

e
ta

il
s
) 

 

 

 
S
ig
n
a
tu
re
 o
f 
e
m
p
lo
y
e
e
: 

 
 

 
 

 
S
ig
n
a
tu
re
 o
f 
p
e
r
s
o
n
 c
o
n
d
u
c
ti
n
g
 i
n
d
u
c
ti
o
n
: 

 



H
&

S
 P

o
li
c
y

 S
e

c
ti

o
n

 4
 0

8
/0

1
 

 
 

In
v

e
n

to
ry

 o
f 

A
s
b

e
s
to

s
 a

t:
  

 
        

R
o
o
m
 N
o
/
 

n
a
m
e
 

L
o
c
a
ti
o
n
 o
f 
k
n
o
w
n
 a
s
b
e
s
to
s
 (
a
)
 

P
r
o
d
u
c
t 

T
y
p
e
 

(
b
)
 

 

S
u
r
fa
c
e
 

tr
e
a
tm

e
n
t 

(
c
)
 

 

D
a
m
a
g
e
 o
r
 

d
e
te
ri
o
r
a
ti
o
n
 (
d
)
 

T
y
p
e
 

(
e
)
 

D
a
te
  

I
n
it
ia
ls
 

    

 
 

 
 

 
 

 

    

 
 

 
 

 
 

 

    

 
 

 
 

 
 

 

    

 
 

 
 

 
 

 

    

 
 

 
 

 
 

 

    

 
 

 
 

 
 

 

N
o

te
s
 f

o
r 

c
o

m
p

le
ti

n
g

 i
n

v
e

n
to

ry
 

(a
) D

e
ta

il
s
 o

f 
th

e
 e

x
a

c
t 

lo
c
a

ti
o

n
 i

n
 a

 r
o

o
m

 o
f 

th
e

 

a
s
b

e
s
to

s
 c

o
n

ta
in

in
g

 m
a

te
ri

a
l 

e
.g

. 
c
e

il
in

g
 b

o
a

rd
/ 

ti
le

s
, 

a
e

rt
e

x
, 

in
te

rn
a

l 
w

a
ll
 p

a
rt

it
io

n
in

g
 e

tc
 

(b
) I

s
 t

h
e

 m
a

te
ri

a
l 

s
ta

b
le

 &
 b

o
n

d
e

d
 o

r 
p

o
te

n
ti

a
ll
y

 l
o

o
s
e

 
a

n
d

 f
ri

a
b

le
?
 

(c
) 

Is
 t

h
e

 m
a

te
ri

a
l 

s
e

a
le

d
 o

r 
p

ro
te

c
te

d
?
 

(d
) E

x
a

c
t 

lo
c
a

ti
o

n
 o

f 
d

a
m

a
g

e
 a

n
d

 e
x

te
n

t.
 

(e
) 

W
h

it
e

/ 
b

lu
e

 o
r 

b
ro

w
n

 a
s
b

e
s
to

s
?
 



H
&

S
 P

o
li
c
y

 S
e

c
ti

o
n

 4
 0

8
/0

1
 

 
 

C
o

n
te

n
ts

 o
f 

F
ir

s
t 

A
id

 B
o

x
 C

h
e

c
k

li
s
t 

 U
s
in

g
 t

h
e

 i
n

fo
rm

a
ti

o
n

 i
n

 t
h

e
 a

tt
a

c
h

e
d

 s
h

e
e

t 
‘C

o
n

te
n

ts
 o

f 
F

ir
s
t 

A
id

 B
o

x
e

s
’ 

y
o

u
r 

fi
rs

t 
a

id
 b

o
x

 s
h

o
u

ld
 b

e
 r

e
g

u
la

rl
y

 c
h

e
c
k

e
d

 t
o

 e
n

s
u

re
 

y
o

u
r 

fi
rs

t 
a

id
 b

o
x

 i
s
 c

o
rr

e
c
tl

y
 a

n
d

 a
d

e
q

u
a

te
ly

 s
to

c
k

e
d

. 
  

E
n

te
r 

n
u

m
b

e
r 

in
 f

ir
s
t 

a
id

 b
o

x
 

b
e

lo
w

 e
a

c
h

 

it
e

m
 l

is
te

d
  

 

L
e
a
fl
e
t 

s
e
lf
 

a
d
h
e
s
iv
e
 

p
la
s
te
r
s
 

e
y
e
 

p
a
d
s
 

tr
ia
n
g
u
la
r
 

b
a
n
d
a
g
e
s
 

s
a
fe
ty
 

p
in
s
 

m
e
d
iu
m
 

d
r
e
s
s
in
g
s
 

la
r
g
e
 

d
r
e
s
s
in
g
s
 

w
o
u
n
d
 

w
ip
e
s
 

g
lo
v
e
s
 

I
n
it
ia
ls
 

D
a
te
 

 
 

  
 

 

 
 

 
 

 
 

 
 

 
 

  

 
 

 
 

 
 

 
 

 
 

  

 
 

 
 

 
 

 
 

 
 

  

 
 

 
 

 
 

 
 

 
 

  

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

  

 
 

 
 

 
 

 
 

 
 

  

 
 

 
 

 
 

 
 

 
 

  

 
 

 
 

 
 

 
 

 
 

  

  

 
 

 
 

 
 

 
 

 
  

  

 
 

 
 

 
 

 
 

 
 

  

 
 

 
 

 
 

 
 

 
 

 
 



H&S Policy Section 4 08/01 

  

Smoking Policy 
 
Aim 
 
This policy has been developed to protect all those people using the parish buildings including 
employees, volunteers and members of the public from exposure to second hand smoke and to assist 
in compliance with the Health Act 2006. 

 
Exposure to second hand smoke increases the risk of lung cancer, heart disease and other serious 
illnesses.  It is accepted that ventilation or separating smokers and non smokers within the same 
airspace does not completely stop potentially dangerous exposure. 
 

Policy 
 
It is the policy of this parish that all our buildings are smoke free, and all people using our facilities 
either as a place of work, as a place of worship and/ or for pleasure have a right to work in a smoke 
free environment.  This policy shall come into effect on Sunday 1 July 2007.  Smoking is prohibited 
in all enclosed and substantially enclosed premises.  This policy applies to employees, volunteers, 
consultants, contractors and visitors including people with arrangements to use specific facilities (the 

parish hall). 
 
Implementation 
 
Responsibility for implementing this policy rests with the parish priest.  However, all employees and 
volunteers and people responsible for groups using the parish hall are obliged to adhere to and 

support the implementation of the policy.  The parish priest shall inform all existing employees, 
volunteers, consultants, contractors and people responsible for groups using the parish hall and any 
other specifically named parish buildings of the smoking policy and their role in the implementation 
and monitoring of the policy.  They will also give all new personnel a copy of the policy on induction. 
 
Suitable ‘no-smoking’ signs will be clearly displayed at appropriate locations within the parish 

buildings. 
 
Non- compliance 
Local disciplinary procedure will be followed if any employee fails to comply with this policy.  
Volunteers are asked to co-operate with the implementation of this policy. Personnel who do not 
comply with this policy are in breach of the smoke free law and may be liable to a fixed penalty, fine 

and possible criminal prosecution. 
 
Help to Stop Smoking 
The NHS offers a range of free services to help smokers give up.  Visit www.gosmokefree.co.uk or call the 

NHS Smoking Helpline on 0800 1690 169 for details.  Alternatively you can text ‘GIVEUP’ and your 
full postcode to 88088 to find your local NHS Stop Smoking Service. 
 
 
Signed:        Date: 
 
(The Parish Priest) 
 


