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HEALTH AND SAFETY POLICY  

Date of Issue: 1 May 2019 

This replaces any previous issues of a Health and Safety Policy  

PURPOSE  
  

To set out the approach of Community Chaplaincy Norfolk (CCN) in relation to maintaining a safe and healthy 

working and service delivery environment. This Policy hould be read in conjunction with the Lone Workers’ 
policy, which deals with work away from St. Stephen’s. 

  

INTRODUCTION  
  

This document contains a policy statement (Part One) and procedural guidance (Part 

Two). The functions of each are set out briefly below.  

  

Part One – Policy Statement. The policy statement sets out the broad framework of principles within which 
the particular area of work will be carried out. It sets out the organisation’s broad style and approach to the 

issue, including any aims and guiding principles.  

  

Part Two – Procedural Guidance. The procedural guidance sets out the details that staff paid and unpaid will 

require carrying out their duties in this particular area of work. It also sets out the specific tasks involved in 
undertaking this area of work and identifies who is responsible for carrying them out.  

  

PART ONE – POLICY STATEMENT  
  

AIMS AND PRINCIPLES  
  
1. CCN will ensure, so far as is reasonably practicable, the health, safety and welfare at work of its staff 

members and volunteers. CCN also recognises its’ duty not to put at risk service users, volunteers, 
contractors, the general public or the environment in the carrying out of its duties. Staff members also have 

a legal responsibility to take care of themselves and others who may be affected by their work and to co-

operate with CCN in the discharge of its legal obligation.  

  

2. CCN undertakes to remove hazards as and when they arise, where possible. Where this is not 
possible, CCN will provide adequate procedures and training for those hazards which by their nature cannot 

be guarded against, or where such training will help reduce the possibility of hazards occurring.  

  

3. In implementing this policy and procedure, CCN will adhere to the requirements of the following 

legislation:  
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• Health and Safety at Work Act 1974  

• Electrical Equipment (Safety) Regulations 1994  

• Furniture and Furnishings (Fire) (Safety) Regulations 1988 – as amended in 1999  

• Consumer Protection Act 1987  

  

RESPONSIBILITIES OF STAFF & VOLUNTEERS 
  

4. The duties of staff and volunteers with regard to health and safety are set out in the Health and Safety at 

Work Act 1974. In particular, staff and volunteers have a duty to:  

  

• Work safely, efficiently and without endangering the health & safety of themselves, their colleagues, 

the general public or any other person who has a right of access to any premises at any time.  

• Adhere to the safety procedures laid down by CCN and conform to all instructions given by those 
with a responsibility for health and safety.  

• Report all accidents, ‘near-miss’ occurrences and hazardous situations to the appropriate persons 

(see Accident/Hazard reporting, below).  

• Wear safety and protective clothing use protective equipment and use appropriate safety devices 
where these are provided for use at work.  

• Meet their other statutory safety obligations including that laid down in Section 8 of the Act, which 

states ‘no person shall intentionally or recklessly interfere with or misuse anything provided in the 

interests of health, safety or welfare in pursuance of any of the relevant statutory provisions’.  

  

WORKING ENVIRONMENTS  
  

CCN is presently a guest user in St Stephen’s Church at 2 Rampant Horse St., Norwich NR2 1QP and as such 

we comply with their Health & Safety Policy and work with their staff to ensure a safe environment and safe 

working practices. 

 

CCN members will work with St. Stephen’s staff and volunteers to ensure that:  

  

• Floors, steps, stairs, passages and fire exits are kept clear of obstruction at all times.  

• Wires to telephones, electrical equipment etc., are not placed so that someone could fall over or 

covered with objects such as chairs which could result in a tripping hazard.  

 

CCN will also ensure that:  

  

• Appropriate equipment is provided for moving objects safely. No member of staff should lift 

anything so heavy that it might cause injury. Staff will be instructed on how to lift safely without 
back strain.  

• Pregnant workers are not expected to use VDUs, photocopiers or lift heavy items.  
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SMOKING  
  
St Stephen’s Church operates a non-smoking policy in all its offices and requests that person smoke 
discreetly outside any premises.  CCN complies with this policy 

  

VEHICLES  
  
CCN will ensure that any vehicle owned, leased or hired for its usage is adequately maintained and serviced 

annually, and that it is equipped with safety belts, a first aid kit and fire extinguisher.  

  

All CCN staff or volunteers driving such vehicles will be responsible for ensuring the safe condition of the 

vehicle. All vehicles used for business purpose will have business insurance which will be the responsibility of 
vehicle owner, no mileage claims will be paid without evidence of such insurance.  

  

REPORTING OF INJURIES, DISEASES & DANGEROUS OCCURRENCES REGULATIONS 

1995 (R.I.D.D.O.R)  
  
CCN has a responsibility to notify the enforcing authority in the event of an accident at work to any 
employee resulting in death, major injury or incapacity for normal work for 3 or more days. This includes any 

act of non-consensual physical violence done to a person at work.  This also includes incidents occurring to 

volunteers. 
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PART TWO – PROCEDURAL GUIDANCE ON HEALTH AND SAFETY  
  

GENERAL HEALTH OF STAFF  
  

All staff must take a regular lunch break and tea/coffee breaks. Staff should not feel obliged to work more 

than their contractual number of hours. Staff must stay at home if suffering from infections such as flu.  

  

TRAINING  
  
All staff will be given a copy of the Health and Safety Policy as part of their induction programme. Staff will 
also be advised by the person responsible for their induction programme of any specific hazards relating to 

their job and of relevant CCN practice in relation to these areas.  

  

• Staff will be able, within the restrictions imposed by the training budget, to attend training courses 

such as coping with stress, First Aid, etc.  

  

FIRST AID  
  
The First Aid boxes are located in the church office. The maintenance of them is the responsibility of the 
church First Aiders.  There is always a church First Aider on duty at times that we are present. 

  

 Staff and service users are advised to seek treatment for every injury, no matter how small as any injury left 

untreated may become serious. All cases treated should be recorded in the Accident Book, a copy of which is 

kept in the office.  

  

FIRE  
  
Fire exits must be kept clear and free from obstruction at all times.  

Notices concerning fire exits or covering procedures in case of fire must not be removed. Staff must make 
themselves familiar with the fire exits and location and operation of fire equipment including the alarm. Staff 

will receive instruction during their induction on how to use fire equipment.  

  

On discovering a fire:  

  

• sound the alarm immediately / notify St Stephen’s  

• assist service users and staff to evacuate the premises  

 

In the case of fire:  

  

• Close all doors surrounding the fire  
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• On evacuating, close all doors behind you and never stop to collect files or personal belongings  

• Never re-enter the building until you have been given permission by the Fire Brigade.  

  

Fire alarm drills are the responsibility of the church. 

  
OFFICE SAFETY  
  
Staff must remember the following points:  

▪ Take care of your personal belongings. CCN cannot accept responsibility for these items, so make 

sure you do not leave them lying around.  

▪ If working in the office space / cupboard in the church, ensure that it not left open and 

unsupervised when not in use.  Also ensure that all at the end of the day all lights etc are switched 

off and the door is securely locked 

 

ACCIDENT/HAZARD REPORTING  
  
It is essential that all accidents that occur at work, no matter how small, be properly recorded. This must be 

done, even if no apparent injury was received. In addition to reporting an actual accident, it is equally 
important that staff report a ‘near - miss’ or potential hazard, so that the CCN can deal with it and help 

prevent another member of staff suffering injury.  

  

As soon as possible staff must report the accident or ‘near-miss’ to their line manager, giving the following 

details:  

  

• where it occurred  

• what happened  

• if known, how it happened  

  

The staff member making the report must also write an entry in the Accident Record Book confirming these 

details.  

  

REPORTING OF INJURIES, DISEASES & DANGEROUS OCCURRENCES REGULATIONS 

1995 (R.I.D.D.O.R)  
  

CCN will inform the Environmental Health Department of the following if they occur at work:  

  

• Any fatal injuries to employees, service users or others in an accident connected with the 

organisation  

• Any major injuries to employees, service users or others in an accident connected with the 

organisation  

• Any dangerous occurrence   
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• Any injury to an employee which results in their absence from work or being unable to do their 
normal work for more than three days (including days which would not normally be working days)  

• The following prescribed diseases:  

- Leptospirosis  

- Hepatitis  

- Tuberculosis  

- Anthrax  

- Any other reportable illness  

  

Internal reporting procedures will inform of other issues including head lice and Scabies.  

  

CCN will notify the Environmental Health Department by telephone in the first instance. A written report will 

be sent within seven days.  

  

HEALTH AND SAFETY INSPECTIONS  
  
CCN staff will carry out an annual review of all health and safety policies and procedures. 

  

   The results of this annual review will be reported to the Trustees, along with any programme of action for 

controlling or eliminating hazards and risks.  

  

Following any accidents or incidents CCN will review any health and safety implications and make necessary 

adjustments to control or eliminate the hazards and risks which were involved.  

  

LONE WORKING  
  

All CCN staff, volunteers and management committee members are expected to adhere to the safe working 

guidelines which are the separate Lone Working policy.  

  

DEALING WITH VIOLENCE AT WORK  
  
Even where Risk Assessments of service users have been undertaken and there are Risk Management Plans 

in place, there is still the potential for incidents to occur which pose a threat to the health and/or safety of 

service users, staff or others. Staff members need to remain alert at all times to this potential and to deal 

with incidents according to the guidelines that are in Appendix 1.  
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 APPENDIX 1 

GUIDANCE ON DEALING WITH VIOLENCE AT WORK  
  

Dealing with Violent and Aggressive Situations  

Violent and aggressive situations may occur at any time, either St St. Stephen’s or elsewhere, they may span 

a range of seriousness and potential for danger and it will depend on the judgement of the staff  and 

volunteers present at the time as to how the situation is best dealt with. The following guidelines should 

assist staff in responding to incidents, but each case should be dealt with as deemed appropriate by the staff 
involved at the time.  

  

Potentially violent and aggressive situations will include incidents where a service user, a violent partner or a 

visitor to CCN premises:  

  

• Verbally threatens or intimidates staff or others  

• Physically threatens or intimidates staff or others  

• Attempts to assault staff or others physically  

• Carries out a physical assault on staff or others  

• Brings a weapon onto the premises or to a meeting (whether or not its use is attempted)  

  

If a potentially violent or aggressive situation develops, staff members should take the following steps:  

  

Quickly assess the incident in terms of whether it is safe to intervene.   

If it appears unsafe to intervene (for instance, the aggressor has a weapon or is otherwise unapproachable 

and/or the staff member is working alone and feels unsafe) they must contact the Police by dialling 999 and 

summoning emergency assistance. If possible, the staff member should ensure that they and other staff and 

service users present could be safe until the Police arrive. This may be possible by moving into an area which 

is lockable or evacuating the premises.  

  

If it appears safe to intervene, attempt to calm the aggressor down and get them to start talking about 

what the problem is. If there is more than one aggressor (for example where a physical fight has occurred or 

appears imminent), staff should work together to separate the aggressors and attempt to calm them down 
in separate locations if possible.  

  

Reassure other service users that the situation is under control and that they are safe, once the immediate 

situation has been dealt with by either staff or the Police. If a service user has been injured during the 

incident, staff members present will need to ensure that they can receive emergency medical treatment if 

required.  

  

Debrief the staff members involved. The line manager will need to carry out this debriefing. They must:  

  

• Check whether the staff member has sustained any injuries and seek medical attention for them if 

they have.  
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• Record details of the incident with the staff member, including details of any injuries.  

• Assess whether there is a need to report the incident to the Police if they have not already been 
involved.  

• Support the staff member to come to terms with the incident if they have been upset or shaken by 
it.  

• Review and update the Risk Assessment and Risk Management Plan of any service user/s involved to 

ensure that they fully reflect CCN’s knowledge and experience post-incident.  

• Review the response to the incident as a way of learning lessons from it. This will include assessing 

whether policies and procedures provided adequate guidance, whether they were followed 

correctly, and identifying any improvements needed to ensure safety in the future such as additional 
staff training or a review of the operational framework of the project. This review will not take place 

immediately after the incident but should follow on within a reasonable time period.  

  

Dealing with incidents involving self-harm  

There may also be incidents in which a service user attempts to harm them self or does harm them self and 

staff dealing with these incidents should follow the guidelines below. Upon discovering a situation where a 

service user has harmed themselves or is threatening to harm themselves:  

  

• Quickly assess whether it is safe to intervene. If it appears unsafe to intervene (for instance, the 

service user threatens the staff member or is otherwise unapproachable and/or the staff member is 
working alone and feels unsafe) they should contact the Police by dialling 999 and summoning 

emergency assistance.  

  

• If it appears safe to intervene, attempt to calm the person down. Once they are calmer, the staff 

member should consider whether emergency intervention is required from other services such as 
Social Services or the Community Mental Health Team.  

  

Once the incident has been dealt with, debrief the staff member/s involved. This will need to be done by a 

line manager who will:  

  

• Check whether the staff member has sustained any injuries and seek medical attention for them if 

they have.  

• Record details of the incident with the staff member, including details of any injuries.  

• Assess whether there is a need to report the incident to the Police if they have not already been 

involved.  

• Support the staff member to come to terms with the incident if they have been upset or shaken by 

it.  

• Review and update the Risk Assessment and Risk Management Plan of the client/s involved to 
ensure that they fully reflect CCN’s knowledge and experience post incident.  

• Review the response to the incident as a way of learning lessons from it. This will include assessing 

whether policies and procedures provided adequate guidance, whether they were followed 

correctly, and identifying any improvements needed to ensure safety in the future such as additional 
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staff training or a review of the operational framework of the project. This review will not take place 
immediately after the incident but should follow on within a reasonable time period.  

  

Signed on behalf of the Board of 

Trustees:    

 

 

Name of Trustee:   Hugh de Las Casas 

Date of approval by the Board of 

Trustees:   

 1st. May 2019 

Date of First Review  

  

 Constant surveillance by appointed staff member 

Date of Next Review  

  

 1st. May 2020 by trustees 

  

  


