[image: ]Risk Assessment West Bridgford Baptist Church (exc EMBA Office) 
Assessment carried out by: Chris Bright, West Bridgford Baptist Church (WBBC)
Date assessment carried out: 23 September 2025
Date of next review:  Pending 2026 (Risk assessment to be reviewed annually or when working habits or conditions change.)

	What are the hazards?
	Who might be harmed and how?
	What are you already doing to control the risks?
	What further action do you need to take to control the risks?
	Who needs to carry out the action?
	When is the action needed by?
	Done

	Manual
Handling of paper, office equipment, furniture, deliveries and set up of WBBC events

	Persons carrying/moving heavy loads risk injuries or back pain


	· Limit weight being carried.
· Store lighter items on higher shelves.

· Divide the load if possible, for example removing contents of cupboards before moving them 
.
	Plan the route of the lift, not obstructions such as doors, uneven surfaces and change of level 

There is a sack truck at foot of the stairs leading to EMBA office.

Persons should not try to lift objects that look or appear too heavy, or awkward, to handle. Ask for help if necessary.

Persons should ask for help before Encourage ‘team lifting’ where appropriate.
	Persons carrying out manual handling should heed the advice listed here   
	On-going care and attention needed.
	

	Manual
Handling of paper, office equipment, deliveries and set up of WBBC events (cont.)

	
	· 
	
	
	
	

	Working at height (storing items on high shelves, putting up decorations)
	Falls from any height can cause bruising, fractures, breaks.
	· Use stepladder provided if heights involved.  Where possible, employee to avoid working at height when working alone.

	Periodic visual checks of moveable ladders before use. 

Ladders should inspected every six months (HSE recommendation for weekly use).

Each ladder has “inspected” with date of next inspection due

Remind persons they should not work at height if they have a disability that puts them at risk, feel ill or unwell, or suffer from a medical condition that puts them at risk, and not while under the influence of alcohol drugs or medication.   
	Any person before using a stepladder.

A list of ladders and inspection dates to be completed by Chris Bright
	Ongoing



Sept 30th 2025
	

	Electrical shock
	Persons could be injured through using unsafe electrical appliances.

Electrical faults can also lead to fires.
	· WBBC responsible for electrical safety certificate for the building.
· WBBC ensure all equipment is PAT tested on a yearly basis.
· Adequate ventilation of electrical equipment.
· Electrical sockets shall not be overloaded.








	Monitor condition of electrical appliances and report any defects/damage to Sue Pheasant/Chris Bright.

Defective equipment to be safely removed and replaced or repaired in a timely manner.

Distribution boards (DB) should be labelled as such and not as “fuse boxes”.

Circuits leaving DBs should be checked     






	All persons using electrical equipment should monitor and act as required.

Sue Pheasant to action yearly renewal of PAT testing.

Chris Bright to Liaise with Sue Pheasant about  Distribution boards (DB) and circuits”.
Are these already schedules?

	PAT Testing - every November.







Chris Bright to Liaise with Sue Pheasant about  Distribution boards (DB) and circuits” 

To be done ASAP. 


	

	Fire
	Persons if there is a fire whilst on the premises
	Smoke detectors in the building.

Fire escape procedure in place with appropriate safety signage.

Escape routes kept clear at all times.

Fire extinguishers accessible and regularly checked.

WBBC responsible for weekly fire alarm testing and yearly checks.

Promptly remove unwanted combustible material eg paper, cardboard.





	Ensure smoke detectors in WBBC premises are replaced every 10yrs.

List of smoke detectors, their locations and expiry dates

Ensure all persons, especially visitors, are aware of the fire evacuation procedures, escape routes and fire assembly point.

How often are fire extinguishers checked?


	Chris Bright  




Chris Bright to liaise with Sue Pheasant about a list






This will be the subject of a fire risk assessment already ordered, due on Friday 25th September 2025.
	Smoke detectors to be replaced by beginning of 2029 (building work took place end of 2018).
	

	Slips, trips and falls.  Spillages.























Slips, trips and falls.  Spillages (cont.).






















Slips, trips and falls.  Spillages (cont.).




















	Persons attending events 

Spillages in kitchen areas possible.

Trailing wires



































Walk-in contaminant from adverse weather (e.g. mud, rainwater etc)

	General good housekeeping.

All areas well lit.

Persons keep work areas clear – no boxes left in walkways.

Regular cleaning undertaken by cleaners employed by WBBC.

Stair access and maintenance of, is the responsibility of WBBC.

Kitchen area of meeting room fitted with appropriate non-slip flooring. 

Wires – all wires appropriately secured behind desks in Office and behind TV unit.  Any temporary trailing wires should be appropriately fixed to the flooring / covered by appropriate matting.



Ensure internal walkways are free from ‘slip hazard’
	Acknowledgement that there are accessibility issues to - EMBA Offices, Meeting Room, and WBBC Quiet Room on first floor with stair access only.

– lift access has previously been investigated and isn’t reasonably practicable. 









































Attend to spillages / ‘walk in contaminant’ promptly and ensure to alert persons such as Persons eg employees / visitors to the potential slip hazard.
  
	


































	
	

	Display Screen Equipment























Display Screen Equipment (cont …)
	Persons risk posture problems and pain, discomfort or injuries, eg to their hands/arms from overuse or improper use or from poorly designed workstations or work environments. Headaches or sore eyes can also occur, e.g. if the lighting is poor.
	Implementation of DSE policy - DSE training and assessments of workstation carried out yearly by all persons using DSE and, for employees, yearly afterwards as part of their annual appraisal. Any actions arising should be carried out as soon as possible.

Workstation and equipment set to ensure good posture and to avoid glare and reflections on the screen. 

Work planned to include regular breaks or change of activity. 

Lighting and temperature suitably controlled. 

Adjustable blinds at windows to control natural light on screen 

Noise levels controlled.

In line with EMBA’s health & safety policy, WBBC will contribute to eye tests and the costs of corrective lenses/glasses for regular users of DSE.


	DSE users carry out own DSE assessment for use away from office. 

When used for significant periods of time at the office or home-working, laptops should be used with docking station, screen, keyboard and mouse.

Remind laptop users to: 

· carry out regular DSE assessment to avoid problems and identify any issues.

· Notify their line manager of any pain experienced that may be linked to computer use.

· take regular breaks away from DSE. 
	All persons using DSE




	ASAP
	

	Food hygiene/risk of   illness
	Persons becoming ill after eating at WBBC catered events.

	See separate WBBC kitchen risk assessment.
	

	Kitchen hot water boiler/use of hot water urns at events.










	Persons doing work in the kitchens are at risk of scalding/burns.
	Clear signage highlighting ‘hot water’ in the kitchen area.

Clear signage explaining how to operate hot water urns at events.

Wall mounted first aid kit and separate burns kit available in the kitchen.  
	Persons unfamiliar with urns should be instructed how to use them. 
	
	
	

	First Aid





















	Following injury, persons may suffer further harm if not treated promptly with first aid.
	Wall mounted first aid kit and separate burns kit available in the kitchen part of the meeting room.  

WBBC have a defibrillator (located on the side entrance external wall).


	If first aid is administered, this is to be recorded in the Accident Book (located in the kitchen area) and the sheet to be given to Sue in the office for filing

First aid supplies and Defibrillator to be checked every month and replenished / replaced as needed.
	All persons (responsible adult in the case of injured children)




Phil Willis.
	At all times.
	

	

Lone working
	
Employees at risk of ‘accident/incident’ with delayed response due to being alone.










Risk of violence/threat of violence.
































Risk of being accidentally locked in the church building when working at the Office. 


	
Lone Working policy in operation.

Safeguard that spouse or another person is aware of the Lone Worker’s diary commitments.

A Lone Worker should always have their mobile phone with them in case of an emergency.

All users of the building are to ensure the main doors are always securely closed or monitored whilst open.

Camera doorbell system installed so employees have visibility of the side entrance and only allow access to known/expected visitors.

In/out chart and signage at the bottom of the stairs in place at the Office to log when employees in the EMBA Office and upstairs is ‘occupied’.  This should help to prevent user groups ‘locking up’ when employees are working upstairs.

In the event of being ‘locked in’ persons to ensure they have office keys about their person and exit via the ‘fire escape’ (to right of the alarm keypad) to then enable the side door to be unlocked.

Persons unable to leave should phone for help either using their own mobile phone or the desk phone in the Church Office.


	
Persons considering lone working should be advised of the lone working policy, 



	

	
	

	Driving
	Persons or other road users/pedestrians may be at risk of accident/injury resulting from inclement weather conditions/tiredness etc.
	All employees are responsible for:

· ensuring that their motor vehicles have in date insurance, tax and MOT, well maintained according to manufactures’ instruction and in a good roadworthy  condition.

· planning journeys taking into account weather conditions, weight of traffic and rest stops

· their own safety whilst travelling – take regular breaks to reduce tiredness and if it continuing to drive poses a risk to themselves or others they should book into overnight accommodation 

· Where an person feels the travel demands become excessive or they feel it is unsafe to drive in particular circumstances they should speak to their line manager. 


	
	
	
	

	Stress/mental health
	Persons could be affected by various factors e.g. grievances, work pressures, changes in the organisation 

	Persons understand what their roles and responsibilities are and can discuss these with their line manager at any time.

Grievance policy in operation.


	Remind persons they can speak confidentially to their line manager about any concerns/worries at any time.


	
	
	

	Allegations
	Persons’ reputation / risk to organisation 
	Persons movements are known by spouse/another colleague.

When meeting with someone of the opposite gender, meet either in a public location (café) or at a venue where others are around.

Good Biblical teaching about morality.
















	BUGB (Baptist Union of Great Britain) safeguarding policy and procedures to be followed.

Procedures documented in EMBA staff employment manual.


	
	
	

	Access and egress from building
	Drivers and pedestrians
	Good pedestrian access and egress to and from the building. Steps to doors have handrails and there are ramps for disabled access.

Street lights illuminate the front entrance to the church.

Limited off-road parking on site. Hazardous vehicular access to and from a busy junction controlled by traffic lights though WBBC access is not controlled.






















	







Better lighting needed for the side entrance



Warn/remind motorists intending to park on site they must turn left when leaving.




Install “compulsory left turn signs” on the vehicular access facing the church
	







Chris Bright




Anyone hosting or in charge of an event that needs on-site parking.

  
Chris Bright/Martin Thomas 
	







ASAP




Ongoing







ASAP
	




Chris Bright – Sept 2025
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