APPENDIX 3
	
Pre-Appointment Health & Safety Check-sheet
for Field Based Employees 





	ADMIN WORK BASE

	
	Comments

	1
	Where is the designated work base for admin/computer work?

	Home
	

	
	
	Church
	

	
	
	If church, specify where (e.g. vestry, office etc)

	

	2
	Confirm that appropriate furniture is in place in the church admin work base as follows:

	If employee is to be home-based, a conversation must take place at time of appointment to ensure appropriate desk and chair is available at their home.

	
	Desk
· Large enough for all necessary equipment, papers etc
· Suitable height
· Clear and adequate knee/foot space under the desk

	

	
	Chair
· Seat back height and tilt adjustment
· Seat height adjustment
· 5 castors or glides

	

	3
	Confirm computer equipment provision.


	Desktop
	

	
	
	Laptop
	

	
	
	Confirm that either a riser or separate monitor will be provided, along with a separate keyboard and mouse for use with a laptop

	

	4
	Confirm internet service is available.

	

	5
	Confirm telephone arrangements.

	

	6
	If admin work base is in the church, confirm there is adequate heating and ventilation which can be controlled by the employee.

	

	WORK PLACE CERTIFICATION – CHURCH BUILDING

	Local parties require to confirm that adequate and compliant testing regimes for items 8 to 14 are in place and that reports/certificates are available for inspection within the premises.

	7
	Electrical Appliance Testing

	

	8
	Fixed Electrical Installation Inspection

	

	9
	Gas Safety Inspection

	

	10
	Legionella Management

	

	11
	Workplace Fire Risk Assessment

	

	12
	Asbestos Register

	

	13
	Lift Servicing/Inspection
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	14
	Confirm that the Health & Safety law poster is on display in the church building
http://www.hse.gov.uk/pubns/books/lawposter-a3.htm

	

	EMERGENCY EVACUATION – CHURCH BUILDING

	15
	Is there a fire alarm system within the church building?

	

	16
	Are fire action notices displayed throughout the church building?

	

	17
	Can all evacuation route doors open without keys in an emergency?

	

	FIRST AID – CHURCH BUILDING

	18
	Confirm the location of the accident book.

	

	19
	Confirm the location of the first aid kit.

	

	20
	Are there any trained first aiders on the premises?

	

	COMFORT FACILITIES – CHURCH BUILDING

	21
	Are there suitable toilet/sanitary facilities?

	

	22
	Are there suitable facilities for making hot drinks?

	

	23
	Are there ample wholesome drinking water supplies?

	

	SECURITY – CHURCH BUILDING

	24
	Confirm that written procedures are in place for opening / closing down the premises to ensure all are working to the same routine, to avoid lock-ins / ensure safety measures are in place and followed, e.g. building sweep, security alarm operation, fire safety checks etc.

	

	25
	Is there adequate lighting in place outside the building?

	

	26
	What arrangements are in place for dealing with visitors to the building when alone, eg CCTV, doorbell, intercom system?

	

	LONE WORKING

	27
	Confirm that a system will be adopted to monitor – or have knowledge of – the employee’s whereabouts, eg use of shared Outlook calendar.
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