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1. Terms used in this Policy

In this document the terms:

PCC NAME Employee

Contractor or Sub-Contractor

User

Have the following meanings:

PCC NAME refers to FULL NAME OF PCC.  This includes all operations at PARISH ADDRESS (ES).

Employee refers to members of staff normally employed by the Diocese.

Contractor or Sub-Contractor refers to specialist trades people from outside organisations who have health and safety responsibility for their own employees and must ensure that their staff do nothing that may compromise the safety of employees of the PCC NAME
User refers to the purchasers of goods and services provided by the PCC NAME
The term safety is deemed to mean:

The prevention of all injuries.

The promotion of Occupational Health and Hygiene.

The control of any situation likely to cause damage to property or equipment.

2. PCC NAME Health & Safety Policy

General Policy Statement

2.1. It is the policy of PCC NAME that its operations are executed at all times in such a way as to ensure, so far as is reasonably practicable, the health, safety and welfare of all employees, users, visitors and all other persons likely to be affected.

2.2. PCC/ CHURCH NAME AND ADDRESS from a working and user facing perspective, will be maintained to a safe standard and compliant with good health and safety practice.

Within the Policy:

2.3. The PCC NAME accepts ultimate responsibility for compliance with all relevant health and safety legislation. 


2.4. The Health and Safety Officer has been delegated the responsibility of providing an advisory service on all health and safety matters.
2.5. The PCC NAME will take all reasonably practicable steps to meet its obligations and ensure the following:
I. Risk assessments are carried out and regularly revisited.

II. Equipment and systems of work are safe and without risks to health.

III. Safe arrangements for the use, handling, storage and transport of articles and substances.

IV. Sufficient information, instructions, training and supervision to enable all employees to avoid hazards and contribute positively to their own and to others safety and health at work.

V. A safe and healthy place of work with suitable entrances and exits within the premises.

VI. A healthy working environment.

VII. Adequate welfare facilities, e.g. toilets, cloakroom, kitchen amenities, etc.

- S.2 Health and Safety at Work etc. Act, 1974 refer

Employees Duty of Care

2.6. Employees also have a duty to co-operate in these objectives by observing PCC NAME rules and procedures; by working in a safe manner so as not to endanger themselves or their colleagues; and by using all necessary protective clothing and safety equipment provided by the PCC NAME for their health and safety at work. 
- S.7 & 8 Health and Safety at Work etc. Act, 1974 refer
Consultations

2.7. The PCC NAME encourages all its employees to actively participate in health and safety consultations.

- Health & Safety (Consultation with Employees) Regulations, 1996 refer

2.8. Copies of the Policy, together with relevant Acts/Regulations, are held by the Health and Safety Officer for employee information and advice.

Expert Safety Advice

2.9. Whilst most hazards associated with the PCC NAME 's operations are well known, nevertheless, it is acknowledged that with the enactment of increasing amounts of new legislation, new hazards and risks are identified and new precautions needed exceeding the usual skills available within the PCC NAME. Hence, as and when such situations arise, expert advice will be obtained through the use of professional consultant services.
Finance for Health & Safety

2.10. Finance for health and safety improvements will be provided within the PCC NAME’s annual budget.
Policy Review

2.11. The Health and Safety Policy will be periodically reviewed (and in any case, at least annually) by the NAMED HEALTH AND SAFETY OFFICER and the Health and Safety Officer and added to upon changes in safety legislation.

3. Organisational Health & Safety Responsibilities

This section establishes the organisational responsibilities which are as set out below:

PCC NAME
3.1. Will be responsible for establishing PCC NAME  Health & Safety Policy.

3.2. Will ensure that the policy is understood and accepted by all employees and that individual responsibilities and functions are properly assigned.

3.3. Will support all persons carrying out the Policy.

3.4. Will periodically monitor the PCC NAME health and safety performance by assessment of review results.

3.5. Will set an example of high personal standards in health and safety practice and discipline.

NAMED HEALTH AND SAFETY OFFICER
3.6. Will advise the PCC NAME on all relevant health and safety matters.

3.7. Will assist the PCC NAME in the interpretation of the law and advise on how it applies to the Diocese.

3.8. Will provide guidance for employees in good health and safety practice.

3.9. Will support and advise the PCC NAME in carrying out safety reviews and Risk Assessments.

3.10. Will carry out regular inspections of the workplace.

3.11. Will establish and maintain procedures for the reporting and investigation of accidents, injuries and dangerous occurrences.

3.12. Will, in conjunction with the PCC NAME, liaise as necessary with Health and Safety Executive Inspectors/Environmental Health Officers, and other specialist consultant advisers.

3.13. Will set an example of high personal standards of health and safety practice and discipline.

3.14. Will make recommendations on Health and Safety training requirements and assist in the provision of such training as appropriate.

3.15. Will ensure that all staff are aware of the appropriate procedures in the event of a fire or accident. (As part of the induction process.)

Line Managers and Supervisors

3.16. Will ensure that equipment, machinery and premises under their control are in a satisfactory condition and present no risk to the health and safety of personnel under their control, visitors, contractors or the general public.

3.17. Will ensure an operational programme (as part of the induction process) to ensure that all subordinates have been thoroughly instructed in all aspects of health and safety relating to their role before commencing work, and also have a knowledge of the Diocese's Health and Safety Policy.

3.18. Will acquaint themselves thoroughly with the practical requirements of the Health and Safety at Work Act.

3.19. Will take whatever steps are necessary to ensure that any work to provide for the health and safety of subordinates is carried out as soon and as efficiently as possible.

3.20. Will ensure that the general level of cleanliness and environmental conditions within their areas of responsibility are maintained to the highest standard and comply with all statutory requirements.

All Employees

3.21. At all times to act and work in a manner that is not unsafe to themselves or any other person.

3.22. Report any identified unsafe condition or situation to the Health and Safety Officer.

3.23. Suggest ways of eliminating identified hazards associated with the workplace.

3.24. Report all accident injuries and other serious incidents to the Health and Safety Officer.

3.25. Set an example, particularly to new or young employees, of high personal standards of health and safety practice and discipline.

3.26. If there is any doubt regarding any aspect of good safe working practice please speak to your Line Manager or the Health and Safety Officer for advice.

4. Health and Safety Arrangements and Procedures

Identification of Hazards

4.1. Premises Housekeeping

Good housekeeping is considered a priority towards maintaining a safe and healthy place of work in which everyone must play a part. This can be achieved by maintaining an orderly and tidy work area, also by ensuring that all waste is disposed of in the appropriate bins provided which are emptied daily as part of our cleaning arrangements.

4.2. Safety Inspections

All reasonable steps must be taken to ensure a safe and healthy working environment. This is better achieved if proper inspections are carried out regularly in addition to normal safety activity.

The Health and Safety Officer and/or Management will carry out regular inspections and fire precaution checks of the premises. These inspections reinforce employee hazard-spotting and reporting of items, e.g. trailing cables or other obstructions which may be dealt with immediately or reported to the relevant Manager for management action.

4.3. Fire Precautions and Control

The PCC NAME has a substantial capital investment in its buildings, equipment and stock. It is a major requirement to protect this investment against losses due to fire. It is of paramount importance, therefore, to ensure that no person is at risk from fire or explosion. Suitable fire fighting equipment is provided as adequate protection against these hazards, and this equipment, together with the fire alarm system and means of escape in case of fire, must be maintained.

A Fire Risk Assessment has been carried out on the building.

· Fire Evacuation Drills - Will be held twice annually

· Fire Alarm Tests - Will be tested every two weeks

· Fire Extinguishers - Will be checked and approved annually by equipment suppliers

A Fire Marshal is situated on each floor, these individuals are trained every 3 years; this is part of our fire policy.  Our evacuation process is to be practised at least twice a year.  The procedures are well documented on all communal notice boards, staff have also been issued with a copy.

The Fire Marshals are:

All employees need to be familiar with the Fire Safety Management Policy, emergency procedures and plan, assembly points, fire alarm points, extinguishers and any other responsibilities in the case of an emergency.

4.4. Medical

The PCC NAME is responsible for ensuring an adequate Medical/First Aid service during normal working hours.

A Qualified First Aider is available to provide primary care for accidents or illness which occurs at work.  The people trained in First Aid are NAMES who will receive updated training every three years.

All employees must observe the First Aid arrangements in force at the PCC NAME.

4.5. Accidents and Dangerous Occurrences

It is a requirement of the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR 2013) that employers report and keep records of;

· Work related deaths;

· Certain serious injuries (reportable injuries);

· Diagnosed cases of certain industrial diseases; and

· Certain ‘dangerous occurrences’ (near-miss incidents)

Employees who are involved in or become aware of a work related accident in their areas of work must ensure that the incident is recorded in the Accident Book. It is important that all accidents are notified and reported to the Health and Safety Officer so that the occurrences may be investigated and appropriate action taken to prevent repetition. The Accident Book is held in LOCATION.

RIDDOR requires us to report accidents if they happen ‘out of or in connection with work’. The fact that there is an accident at work premises does not, in itself, mean that the accident is work-related – the work activity itself must contribute to the accident. An accident is ‘work-related’ if any of the following played a significant role:

· the way the work was carried out

· any machinery, plant, substances or equipment used for the work or

· the condition of the site or premises where the accident happened

In the event of a work-related accident which results in the death of any person; a specified injury to a worker; injuries to workers which result in their incapacitation for more than 7 days; Injuries to non-workers which result in them being taken directly to hospital for treatment; or specified injuries to non-workers which occur on hospital premises; the Health and Safety Officer in conjunction with the PCC NAME will notify the Health and Safety Executive (HSE) immediately by the quickest possible means. 

The local HSE address is:

19 Ridgeway

9 Quinton Business Park

Quinton

Birmingham 
B32 1AL

4.6. Registers/Certificates

The PCC NAME or their delegated responsible person should periodically check that the various registers and certificates that are required to be kept under the Management of Health and Safety at Work Regulations, 1999, the Regulations Reform (Fire Safety) order 2005, and the PCC NAME’s Insurance Schedules are maintained and kept up to date.

4.7. Health & Safety Training

The PCC NAME realises the need for all levels of staff to be kept abreast of new and current innovations in health and safety, therefore training will be provided, appropriate to employee requirements under this policy.

All training programmes are periodically evaluated and the content updated and revised as necessary.

4.8. Safety Audits

The Health and Safety Officer will carry out a review each year to ensure that the PCC NAME's safety performance and safety arrangements are satisfactory, submitting a report of any findings together with, where necessary, any recommendations for improvements to the PCC NAME. The Health and Safety Officer will also carry out periodic checks to ensure that health and safety arrangements are intact and working satisfactorily.

4.9. Visitors

Visitors to the premises must observe the PCC NAME’s safety requirements.  Visitors must be signed in and out of the building by their host.  

4.10. Contractors

All contractors working on the premises must observe PCC NAME safety rules and work in a safe manner.

Managers are reminded that the PCC NAME may have a shared responsibility with the Contractor if a dangerous method of work is adopted which prejudices the health and safety of any employee and of which they became aware but took no action to prevent it.

The Contractor has the general obligation to ensure the health and safety of his/her own employees wherever they work, and to have due regard for the safety of the PCC NAME’s employees who may be affected by the Contractor's activities.

When work is placed with Contractors, they should be given relevant PCC NAME safety rules. Contractors must report to the responsible Senior Manager before commencing work on the premises.

4.11. Purchasing

HEALTH AND SAFETY OFFICER is responsible for ensuring that all goods supplied to the PCC NAME are safe so far as can be reasonably determined in accordance with the PCC NAME Standard Conditions of Purchase. The HEALTH AND SAFETY OFFICER should also ensure that any necessary instructions for the safe use of equipment and materials are supplied either with the quotation or on delivery of the goods.

4.12. Control of Substances Hazardous to Health (COSHH)

It is the responsibility of all the PCC NAME, Health and Safety Officer, Managers and Supervisors to:

I. Ensure that supplies of user instructions for items, materials or substances purchased are readily available, used and complied with by all personnel under their control who may handle or be in the vicinity of such items, materials or substances.

II. Assist in maintaining an up-to-date knowledge of acceptable alternatives.

III. Specify appropriate safety requirements and hygiene conditions within contracts.

IV. Maintain an up-to-date register and record as required under these Regulations, and advising the appropriate staff of their individual responsibilities in respect of usage and operating instructions. (the COSHH record is held in LOCATION).
4.13. Use of VDU and Workstations

The nature of our business means that some of our staff are regular users of VDU’s and workstations.

The PCC NAME takes appropriate steps to ensure that the facilities provided comply with health and safety requirements, in particular the provisions of the Health and Safety (Display Screen Equipment) Regulations, 1992.  This includes undertaking workstation assessments and providing suitable workstation equipment and facilities.

The PCC NAME encourages staff to have appropriate professional eye tests and to discuss any resultant recommendations.  Staff should also report any issues or problems arising from their workstations/VDUs immediately to their Manager.  Under the Health and Safety (Display Screen Equipment) Regulations, employees are entitled to be provided with a free eye and eyesight test by their employer providing they habitually use VDU/DSE or become a habitual user for a significant part of their normal work.  If you request an eye test the DBF are required to provide one. If the test shows that you need glasses specifically for DSE work, the PCC NAME must pay for a basic pair of frames and lenses. Please refer to NAME OF PERSON for more information.
4.14. Manual Handling

The PCC NAME realises that lifting and moving loads by manual effort is the biggest single cause of injury in industry. This is largely due to poor technique when carrying out lifting procedures, which result in back strain.

If you have any concerns that might reasonably be considered to affect your ability to undertake manual handling operations safely, e.g. pregnancy, a history of back, knee or hip trouble, hernia etc. do not undertake the task and ask for help.

To help prevent manual handling injuries in the workplace, you should avoid such tasks as far as possible. However, where it is not possible to avoid handling a load, you must look at the risks of that task and put sensible health and safety measures in place to prevent and avoid injury.

Never attempt to manually lift loads which you consider to be too heavy/unwieldy/bulky/unpredictable/unstable or intrinsically harmful to be lifted safely.

Consider if the task can be carried out without the need to manual handle material such using electronic materials rather than printed.

Where avoidance isn’t possible try to MINIMISE lifting and carrying e.g. parking close to the location, using a trolley or a rucksack, sharing the load with a second person, minimising what is carried to essentials, using lifts not stairs etc.

When manual handling can’t be avoided, ASSESS the risk. A useful mnemonic to consider when completing this risk assessment is TILE - Task, Individual, Load, Environment:
I. Task: You’ll need to assess the risks involved with each manual handling task. Does it involve any twisting, stooping, bending, pushing, pulling or team handling?

II. Individual: Consider the physical capabilities of staff members carrying out manual handling activities. Remember to make special considerations for employees with known injuries or disabilities. You may also require separate assessments for pregnant employees and younger workers.

III. Load: Provide information regarding the weight, temperature, movability, grasp capacity and more.

IV. Environment: Assess the environment where manual handling will be taking place as it can play an important role in making tasks more dangerous. Consider uneven or slippery flooring, lighting and ventilation.

Put in place strategies to REDUCE the risk, such as:-

· Use a suitable manual handling aid e.g. wheeled cases, backpack etc.

· Get help from colleagues

· Use safe lifting techniques e.g. plan where it is going, get close to the load, bend the knees, keep the back straight, and avoid over-stretching and twisting the back when carrying or placing the load.

· Wear suitable footwear with non-slip soles.

· When storing items, keep heavy or frequently used items at a manageable height.

· Where possible staff should use a trolley to transport boxes of paper and other heavy items. Only light objects should be placed on high shelves.

If staff need to lift items or transport heavy boxes, such as training materials, then they should conduct a risk assessment to ensure that manual handling is avoided or minimised wherever possible.  Please check the HSE website at the following address before conducting any manual handling activity and follow the guidance to assess the risk before carrying out the task.

https://www.hse.gov.uk/toolbox/manual.htm?utm_content=bufferb865f&utm_medium=social&utm_source=twitter.com&utm_campaign=buffer 
Below are safety suggestions to be considered when lifting:-

I. Test the load and if it is awkward or too heavy, do not attempt to lift without help.

II. Look for sharp edges, projecting nails, wires or splinters. Wear close fitting gloves if necessary.

III. Plan the lift - remove any obstructions, make sure that there is visibility over or around the load. When carrying, ensure that there is sufficient space to put the load down following the move.

IV. Stand close to the load with feet slightly apart and bend the knees.

V. Position the elbows as close to the body as possible and grip the load with the palm of the hand and roots of the fingers.

VI. Keep the back straight and straighten the knees - the thigh muscles will do the work.

VII. Do not change the grip whilst carrying.

If you have any concerns about manual handling or need some help please speak to the Director of Operations or the Operations team.
4.15. Stepladders

As a guide if your task would require staying up a leaning ladder or stepladder for more than 30 minutes at a time, it is recommended that you consider alternative equipment.  When using a stepladder to carry out a task:

I. Check all four stepladder feet are in contact with the ground and the steps are level; 

II. Only carry light materials and tools; 

III. Don’t overreach; 

IV. Don’t stand and work on the top three steps (including a step forming the very top of the stepladder) unless there is a suitable handhold; 

V. Ensure any locking devices are engaged; 

VI. Try to position the stepladder to face the work activity and not side-on. 

VII. Try to avoid work that imposes a side loading, such as side-on drilling through solid materials (e.g. bricks or concrete); 

VIII. Where side-on loadings cannot be avoided, you should prevent the steps from tipping over, e.g. by tying the steps. Otherwise, use a more suitable type of access equipment; 

IX. Maintain three points of contact at the working position. This means two feet and one hand, or when both hands need to be free for a brief period, two feet and the body supported by the stepladder. 

When deciding if it is safe to carry out a particular task on a stepladder where you cannot maintain a handhold (e.g. to put a box on a shelf, hang wallpaper, install a smoke detector on a ceiling), this needs to be justified, taking into account: 

I. the height of the task; 

II. whether a handhold is still available to steady yourself before and

III. after the task; 

IV. whether it is light work; 

V. whether it avoids side loading; 

VI. whether it avoids overreaching; 

VII. whether the stepladder can be tied (eg when side-on working). 

5. Lone working Policy and Procedure 

Purpose

5.1. The nature of certain projects means that employees may be working without the immediate support of a colleague either at meetings or being the sole person in the office/ Parish or Church.

5.2. These guidelines are aiming to ensure the safety of all staff, and to reduce:

-
the risk of meeting people who, although part of a church, could present a direct risk to your safety; and

-
the risk of accusations of inappropriate behaviour being made after a private meeting.

5.3. Lone working is a core part of many roles and it is important that good practice is followed to keep staff safe.

Good practice for meetings

5.4. Always:

-
Carry a mobile phone with sufficient charge whenever you are working alone.  Staff who are required to work alone will be provided with a mobile phone.

-
Record the details of the meeting including the address of the venue in your shared Outlook calendars.

-
Let someone else, ideally your line manager, know who and where you are meeting including the time and expected duration.

5.5. If appropriate/possible:

-
Arrange to check in with someone after or during the meeting by text or phone.  

-
Always arrange to meet in a public place such as a café rather than in their home.  While meeting in a café might be difficult in rural areas, if necessary we can apologise for the inconvenience and say that the PCC NAME’s guidelines require meetings like this to be in public places.  

-
Alternatively, arrange for another member of your team to go with you.  

-
If a meeting feels unsafe:

· Leave and get yourself to a place of safety.

· Contact the Police if required.

· If Police assistance is required and you are unable to call them directly, let your line manager or another team member know this during a meeting by calling them and saying “Red folder”. 

· The member of staff who receives the call should contact the police immediately and give the location.

· Let your manager know once you are safe.

· Meet with your line manager as soon as possible and record this incident.

5.6. Never:

-
Meet in someone’s home that you don’t know or where there are known risks.

-
Never arrange a meeting in your own home with someone you do not know.  (See the PCC NAME’s Homeworking Policy.)

How risky is a particular meeting?

5.7. Before arranging a meeting, we should think about how likely it is that a meeting will present a risk, and which of the optional good practice points might be appropriate.  If you have any concerns about meeting with someone you should conduct a Risk Assessment (see Appendix 1).  

5.8. Specific points to consider:

-
Meeting with clergy in their home office will normally be ok.  However if you feel uncomfortable doing this give consideration to meeting in a place which is in a public place, or take someone with you.

-
When meeting with Churchwardens, Readers, or other lay people in leadership positions assess where you feel the safest location would be to meet with them.

-
If you do not know the person the meeting is with, you can contact their incumbent (unless the reason relates to a confidential issue or relates to the incumbent).  This would both let them know someone is meeting someone from their church and give you some idea of the minister’s opinion of the person you are meeting. 

-
If you are meeting someone where you are delivering news that may be upsetting, challenging or sensitive and may cause the person to become upset then consideration must be given as to whether someone else goes with you to support you or that you suggest that they have someone accompanying them.  

-
If a meeting includes younger people or vulnerable adults
 , safeguarding issues must be considered.  Staff should never meet an under 18 or a vulnerable adult alone, whether or not this is in a public place. You will always need someone who can record what was discussed to safeguard both the staff member and young person/vulnerable adult.  If under 18 you should consider informing the parent/carers before meeting the young person. 

-
You should never meet someone alone if you are uncomfortable with the prospect.

-
You should never meet a client alone if that person has threatened you, displayed abusive, intimidating, threatening behaviour or where there are known risks.  

-
If you are ever threatened you must inform your line manager immediately so that this can be investigated and the necessary action taken. In addition, you should write down a dated account of the threatening behaviour as soon after it has occurred as soon you can. 

-
If working alone at a project location (e.g. clearing away and locking up a venue after a meeting or delivering training) you should ensure that someone is aware you are there (e.g. make sure your manager or administrator is aware of the approximate times you will be there) and inform them when you have left. This may be done by text.  

-
You should ensure that entrance doors are locked from within if you are working in the office or a project location alone. You should not admit anyone not expected or that you do not know.

-
If you are working alone in the PCC NAME offices you should ensure that you let someone else, ideally your line manager, know who and where you are meeting including the time and expected duration.  If outside normal office hours ensure a relative is aware and has your line manager’s mobile number should they have a concern.

-
Where employees are regularly working alone they must be given a PCC NAME mobile phone. 

-
Line managers should ensure that all employees are given guidance in lone working as part of their induction training. 

-
If you sense that something is not quite right, don’t ignore it, please report it. 

Other good practice

-
All staff should be aware of the PCC NAME’s policy for handling safeguarding disclosures.  Please ensure the Safeguarding telephone number, 024 7652 1345, is in your phone.

5.9. Outside of office hours calls will be diverted to our 24-hour safeguarding helpline.  

-
If you live alone, think about arranging to check in with someone to let them know you are home after a meeting which involved travel.

-
If you feel you are at imminent risk you should contact the police immediately.

-
Ensure your line manager has an up to date emergency contact number for you.

-
Ensure your emergency contact has your line manager’s mobile number.

 

Appendix 1

Risk Assessment

Before working alone, an assessment of the risks should be undertaken or discussed by the individual with their line manager.  The Risk Assessment should be agreed, signed and recorded by the staff member and their line manager.

Where a lone working situation arises unexpectedly in the course of working, the individual will need to dynamically assess and analyse the risks in the light of the changed situation and exit the situation if the risks cannot be adequately managed. 

The assessment of risk should consider all relevant information to make a reasoned judgement about risk, including the following issues:

•
the participants concerned: mental state, mood, medication, past and recent history of challenging behaviour, known triggers for this

•
the nature of the task: size of the group, sensitivity of the task, activities with access to tools/potential weapons, special circumstances or history of problems associated with the activity (e.g. participants arriving under the influence of drugs or alcohol)

•
the environment: location, isolation, security, access and exits, any risks the building itself poses, e.g. faulty lighting and heating systems

•
communication: reliability of the technology provided e.g. mobile phone and ability of worker to manage the risks.

•
transport: that a lone worker can manage transport arrangements of self and for participants where required. 

Once the potential hazard(s) and degree of risk have been identified, a judgement needs to be made whether the risks can be managed or reduced to an acceptable level. If the outcome of the assessment is that safe working practice cannot be sustained, the lone worker should cease until agreed adequate safeguards can be put in place.

Decisions not to proceed with working alone should at all times be based on a role and participant assessment which identifies that safe practice cannot be undertaken. The decision should wherever possible be made in conjunction with the individual’s line manager. However, where this is not possible, individuals are NEVER expected to proceed where there is a perceived risk to their safety.

� Vulnerable adult - Section 6 Safeguarding and Clergy Discipline Measure 2016 defines a ‘vulnerable adult’ as “a person aged 18 or over whose ability to protect himself or herself from violence, abuse, neglect or exploitation is significantly impaired through physical or mental disability or illness, old age, emotional fragility or distress, or otherwise; and for that purpose, the reference to being impaired is to being temporarily or indefinitely impaired”.





�If you have a Fire Marshal on site, normally an employee trained in what to do if there is a fire


�Check that this address is applicable to your Parish
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