Church Safety Plan

In many states there are both state and federal regulations requiring a safety plan of all organizations including churches.  In addition, the requirements usually include an up to date safety manual, periodic training, and a designated safety employee.  This sample safety plan outlines key considerations for establishing an ongoing safety plan.

Safe Work Policy
Program Management
Safety Inspections
Occupational Injuries
Emergency Plans
Training
Records & Reports
1. Maintaining a Safe Work Environment 

The safety policy of: _________________________________________ (Church Name) is to: 

· Provide for healthy and safe work conditions, practices and procedures for all church employees and volunteers. 
· Initiate corrective action on all reported or observed unsafe/unhealthy work conditions in a timely manner. 
· Encourage employees to report hazardous conditions or operations without fear of reprisal. 
· Cease facility operations when serious injury or illness could occur due to an unsafe/unhealthy work environment. 
· To comply with local, state, and federal safety requirements. 

2. Program Management and Responsibilities

· Program Implementation. The Session will ensure the implementation of their state's Code of Regulation, and provide for the initial inspection of the Injury and Illness Prevention Program at ___________________ Church. 

· Program Oversight. The program will be overseen by ____________________________ designated as the Church Safety Officer and ________________________ Chairman of the Property and Finance Committee who will make quarterly reports to the session on work place conditions. These chairmen will liaison with the program manager and safety inspectors.

· Program Management. The Church Safety Officer will manage the program. Such management will include: 
· On-site observation of safe working conditions/practices. 
· Receiving complaints on unsafe/unhealthy working conditions. 
· Initiating corrective action in a timely manner, and following up to ensure correction. 
· Maintaining a log of safety complaints, unsafe/unhealthy working conditions to include what, where, when, who, and why. 
· Investigating occupational injuries or illnesses. 
· Conducting initial and periodic safety training and maintaining records of same.

Church Employees and Supervisors of Volunteers Responsibility 
· Church employees and supervisors of volunteers are responsible for the establishment and the success of the church's injury and illness prevention program. As such, it is very important that they maintain safe and healthful working conditions for their employees/volunteers. They must be familiar with the safety and health hazards to which their employees/volunteers may be exposed, how to recognize hazards, the potential effects these hazards have on employees, and the rules procedures and work practices for controlling exposure to these hazards. To do this, they must: 
· Set good examples. 
· Instruct employees/volunteers and make sure they understand. The success of the church's injury and illness prevention program depends on their actions as well as their supervisor's actions. 
· The safe work practices required for their jobs, and how these procedures protect them against exposure. 
· When personal protective equipment is required or needed, how to use it and maintain it in good condition. 
· What to do if emergencies occur in the work place. Investigate accidents and take corrective action. 
3. Inspections

· The work place supervisor will incorporate routine safety inspections during the daily course of operations; i.e., ensure exits are not blocked, electrical outlets not overloaded, combustible/flammable material is kept clear of appliances and office machines, coffee makers unplugged at the end of the day, etc.
· The Safety Committee will conduct walk-through safety inspections twice a year, using the church's Self-Inspection Checklist. 
· A notice of safety deficiencies will be noted and scheduled for repair.
· A record of compliance for monitoring work place safety will be kept. 
· Any reported unsafe/unhealthy work conditions will be inspected by the appropriate persons within 24 hours of notification of the safety deficiency. Life-threatening/serious injury conditions will be inspected immediately. 

4. Injuries and Illnesses

· Injuries: Injuries or near-miss injuries will be thoroughly investigated by the Church’s staff responsible for that work area. Such investigation will be documented on the appropriate church's Accident Investigation Report form. The workers’ compensation insurer should supply forms for reporting injuries to employees.  CPIP and its broker have forms for reporting injuries to others, though this can be done easiest with a phone call. A copy of this form will be reviewed by the Head of Staff, if he/she is not the person submitting the report, and by one of the Church Safety Officer. The original should be faxed or sent to the appropriate insurer’s claims department as soon as possible. The Head of Staff and the Church Safety Officer is responsible for ensuring that timely corrective actions are taken.  A log of all injuries should be maintained.

· Illnesses: All employees/volunteers are expected to observe good personal hygiene and maintain healthy lifestyles. Should an employee/volunteer become ill on the job, he/she should advise the appropriate supervisor, or in the supervisor’s absence, the church office administrator. The employee is expected to go home if the illness prevents him or her from performing the duties assigned or if the illness is contagious, such as the flu, measles, etc. If the employee/volunteer is too ill to get home on his/her own or with the assistance of a friend or relative, one of the other employees will ensure the ill person gets home safely. When the ill employee/volunteer is diagnosed with a highly contagious disease, such as measles or hepatitis, the employee/volunteer will immediately notify the Church Administrator or Head of Staff so that the necessary notifications and actions can be done quickly. Employees/volunteers who become ill before the start of their work day are expected to call their supervisor as soon as possible so that appropriate substitutes or cancellations can be implemented.

· Recognition. Appropriate recognition may be made for those employees, volunteers or work groups that maintain exceptional safety records throughout the year.

5. Planning for Emergencies

· Specific actions need to be taken prior to and during an emergency.  The following plans provide guidance on how to plan for and handle different emergency situations.
· Fire 
· Earthquake 
· Bomb Threats 

· Kidnap/Hostage 
· Severe Weather 

· Medical 
6. Training

· A list of required Recommended Advance Training is found below. The Head of Staff will ensure every employee/volunteer receives initial and refresher training. 

· Initial: Occupational safety and health training will be conducted for all new employees/volunteers during their indoctrination the first day at work. 

· Refresher: Refresher training will be conducted periodically throughout the year for all employees and volunteers. 

· New/Special requirements: Training will be conducted on new, emergent programs/equipment/conditions as the need arises. Training will be held before an employee/volunteer operates any equipment. 

· General: The Head of Staff or Church Administrator will conduct training on a routine basis, such as during weekly staff meetings, and maintain records of such training. 

Recommended Advance Training

· Emergency Plans 
· Back Injury 

· Fire Extinguishers 

· Hazards Identified with Specific Positions 

· Hand Protection 

· First Aid 

· Eye Protection 

· Use of ladders 

· Slips, trips, and falls 

· Electrical hazards 

· Hazardous substances/Material Safety Data Sheets 

7. Records and Reports

· Training: The Church Administrator will maintain written records of types of training conducted, names of employees trained, and dates of training. Such records will be maintained for three years or until an individual's employment/volunteer services are severed, whichever occurs first. 

· Reported Hazardous Conditions: Records will be maintained of when hazardous conditions are reported, where and what those conditions were, who reported them and to whom they were reported, and what action was taken and when to correct the hazardous condition(s). 

· Safety Inspections: Semi annual safety inspections and noted deficiencies will be recorded by the Church Safety Officer using the Self-Inspection Checklist. These records will be kept for three years. 

· Accident Investigations: The Church Safety Officer and the Church Administrator will maintain all Accident Investigation Reports for a period of three years. 

· Worker's Compensation Claims: The Church Administrator will ensure a file is maintained of copies of all Workers’ Compensation Claims filed. 

· MSDS: When any products are purchased which have a material safety data sheet (M.S.D.S.) provided by the manufacturer, all employees who will use the product or will potentially come in contact with it will read the M.S.D.S. and sign a log indicating they have read and understand the warnings. 
Minutes of the Safety Committee
Ministry: _________________________________________ Date: ___________

Address: __________________________________ Time Meeting Opened: ______

Members Present:

_________________________

_______________________   
_________________________  

________________________  
Minutes of previous meeting dates ______________were read.

Comments: _____________________________________________________________

Unfinished business and old recommendations, by number not disposed of:  ____________________________________________________________________
Recommendations completed since last meeting: (Record by recommendation number only 

_____________________________________________________________________
New Business: ___________________________ inspection reports were reviewed and discussed

New Recommendations (Number consecutively from previous recommendations and describe.)
____________________________________________________________________
Remarks:  The following incidents that occurred since the last meeting were discussed.

Date of event

Incident/Individual (s) Involved
Cause
Recommendation
___________

______________________

____________________
Other Committee Remarks:

Are safety posters or communications being regularly received and posted? _______

Put any additional remarks on reverse side)
Meeting adjourned: ________________ Next meeting to be held on: ____________

Signed: _____________________________________ (Secretary of Committee)
