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This Church Handbook has been agreed by the Elders to describe the practice of the Church in
relation to secular and spiritual matters, such as Baptism and Communion. It does not form part of the
constitution of the Church and if there are any inconsistencies between the Church Handbook and the
Churchoés constituti on, the constitution shal/l t ake

1. VISION

To be the Church in Tytherington, committed to bringing the gospel and pastoral care to the local citynnviist
equipping our members for this and worldwide ministry. To encourage Churches in the wider community by sharing our
gifts and resources with them.

2. BASIS OF FAITH

We, as membersfahis independent evangelicahGrch, believe in: one God ihree persons: Father, Son and Holy Spirit;

the Deity, Incarnation, Death, Resurrection, Ascension and eventual return of the Lord Jesus Christ; the presence and
power of the Holy Spirit within the Christian; the Bible as the inspired Word of God; mardstaeepent of his sin,

receive forgiveness for sin and be reconciled to God through personal faith in Jesus Christ and an acceptance of His
sacrificial death; and one Universal Church to which all those who believe in Jesus Christ as Lord and Sagour belo

3. CHURCH MANAGEMENT

3.1 ELDERS

The method for appointment of elders is set out by the constitutiiders are responsible for the management of the
Church and, as such, are the Charity Trustees for the purposes of Section 97 of the Charitié8.Act 19

An individual may only be appointed as an Elder of the Church if:

1 they are not disqualified by law from being a Charity Trustee; and

1 their appointment is unanimously agreed by the Elders for the time being; and

1 their appointment is ratified by the lirch Members at either an Annual General Meeting or a Special
Church Meeting.

Elders shall be permanent appointments, terminated only by resignation, gross misconduct, departure from the Basis of
Faith or Members Responsibilities, or being unfit or uegtoperly to discharge the duties and responsibilities of the
office.

One Elder shall be elected by the Elders to act as Chairman for a 2 year term of office. An Elder may not be immediately
re-elected as Chairman but may serve more than one term adefis Chairman for neconsecutive periods.

The principle role of the elders is to act as the spiritual overseers ofkhdzNOK ® ¢ KS& | NB (2 aidzRe
upon it and teach it whilst waiting on the Lord for His guidaticanyone knows of eeason aset out above ato why an
Eldershould not continue in their role they should infoimne of the otherElders.

3.2 TRUSTEES

In addition to the Charity Trustees in 3.1 abdbe Elders shall appoint from tirte-time not less than 3 and not mer

than 7 of the members of the Church to be trustees for the purpose of holding land and other property of the Church.
The Holding Trustees shall act on the lawful directions of the Elders and shall be entitled to be indemnified in respect of
all expensegroperly incurred by them as such Holding Trustees. A Holding Trustee shall cease to be a Holding Trustee if
he or she ceases to be a member of the Church or to live in the area of the Church, may be removed from office by the
Church in general meetingnd may resign his trusteeship by notice in writing to the Secretary of the Church provided that
there are at least 3 continuing trustees.

3.3DEACONS

The Deacons assist the Elders in the spiritual and secular management of the Church upon terms, supedigjon by
the Elders, which are clearly defined from time to time by the Eld@escons shall usually be appointed for a three year
term of office. They may be @ppointed for a further three year term following which they must stand down for one
year before being considered again for-appointment as a DeacoiWhen appointing new Deacons the Elders will
circulate the members with eecommendation fomomination form for each of the vacant positions. This form will also
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remind members of the bibla criteria for Deacons see Appendix. The Elders will consideetmenmendationsmade

and reach unanimous agreement on who should be approached. Once a person has agreed to become a Deacon the
Elders will nominatenemberswho will be proposedand electedat a Church Meeting before the individual shall take up

an appointment. If anyonbecomes awaref a biblical reason as to why a Deacon should not continue in their role they
should inform the EldersA Deacons term of office may be terminated either bgignation in writing to thésldersor by

the Elders in their absolute discretion.

3.4 CHURCH LEADE®R® MANAGERS

From time to time the Elders may consider it desirable toapippeople to the position of liirch leaders or managers to
assist in the spitual and/or secular management of the Church. These may be paid or unpaid positions. Such
appointments will be undertaken upon terms, including supervision by the Elders, which are clearly defined from time to
time by the Elders. Members shall be keptoimhed of any such proposed appointmerdgad any appointmentthat is
madewill be brought to the attention of Church Members at the next available Church Meeting.

4, CHURCH MEMBERSHIP
Membership of the Church shall be by personal application and interietwo Elders on acceptance of the Basis of
Faith set out aboveand the Responsibilities of Membeihe Responsibilities of Members shall be:
Toacknowledge, as a sinner, the sacrifice of the Lord Jesus Chrigh aedept Him asheir Saviour and Lordo accept
wholeheartedly the basis of faith anid recognisetheir responsibility to:
(a) Pray regularly, both privately and corporately, for the worthefChurch of Christ at home
and abroad and in particulamf this Church in Tytherington;
(b) Grow in personal Holiness in accordance with scrigture
(c) Give regularly, of time, talents and money (as the Loatt), to His work here anabroad;
(d) Attend reguldy services of worship and communion and other meetings of the Church.
(e) Study the Word of God;
() Be constantly aware of the needs of others, both locally and throughout the world and try
to meet those needs in love; and to
(g) Promote the gospef Jesus Christ.
Non-members shall be free to attend Church services at will. The Elders shall maintairtadate membership listThe
only ground for termination of membership, apart from resignation, shall be that given in the New Testament la¢WMatt
18:1517, but always with a view to restoration.

5. PASTORAL CARE
Caring is an important Christian virtue which all believers should possess and seek to exercise under the guidance of the
Holy Spirit. It is seen in TFW asadl-member responsibilityn accordance with the Statement of Membership.

Pastoral Care isore tothe structure of TFW which implies that there is deep concern for each individual, whether
actually members or not. In a growing Church the need is continually increasing. A fratavspport is provided and
a team of caring members has been drawn together under the leadership of one of the Deacons.

The aim of the caring team is that every member of the congregation has a contact person.

A Prayer Chain is in operation and angd® can be directed through that or by personal approach to any of the Elders or
Deacons. Confidentiality will be maintainetherethis is desired.

6. BAPTISM

6.1WHAT IS BAPTISM?

Baptism is simply immersion in water of a person who wishes to demonstrate S 2 F | £ f SAA L yOS FN
another. Christian baptism is, therefore, a declaration that Jesus Christ has been received into the life as Lord and Master.

6.2WHAT SHOULD HAVE HAPPENED BEFORE BAPTISM?

A person should have acknowledged that tgture we are sinful beings, alienated from God and subject to His just
judgement. On recognition of the sinful state it is necessary to have repented and commenced a new life, accepting the
atoning death of the Lord Jesus Christ as having paid the pdoakin.
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6.3 WHEN SHOULD A PERSON BE BAPTISED?

The Bible indicates that baptism should follow conversion. There is no clear instruction in the New Testament as to the
minimumage at which a person should be baptised but the age of 12 years seems to¢hetBlde appropriate. In TFW

the Elders have accepted young people at the age of 10 years when satisfied that the individual is fully aware of the
YSIYAYy3a YR LJzN1}2A&S 2F ol LJWiAaYyYzZ FyR GKFG AG Aa GKS @& 2dzy

6.4 WHY SHOULD A PERSON BE BAPTISED?

6.41WS&adza ¢+ a ol LWiAaSR yR |I'S al¢ AG & aFdA FAEEAY I FEE |
Fdzt FAE Fff NAIKGS2dzaySaagod

6.4.2Jesus commanded that we should make disciples and baptise thdma irame of the Father, and of the Son, and of

the Holy Spirit.

6.4.3 The Apostles were baptised and in turn they baptised those who were added to the Church.

6.4.4 Repent, believe and be baptised is the pattern described in the New Testament.

6.5WHAT HAPPENS BAPTISM?

6.5.11t indicates association with the Lord Jesus in His death, burial and resurrection.

6.5.21t is a symbol of death to the old way of life, and our identification with Christ through new birth.

6.5.31t is a testimony to the world and to theogvers of darkness that there is no further bondage to sin, but that the
person is set free to worship and serve the Lord Jesus.

6.6 WHAT COMES AFTER BAPTISM?
Baptism is a vow to God, a declaration that the whole life and ambition is to follow, servebagydHdim. This requires
diligence and faithfulness, but the rewards far exceed anything which could be obtained in any other way.

7. COMMUNION

The sacrament of Holy Communion has several names depending, to some extent, on the particular branch of the
Chh adAlYy / KdIZNOK® LG A& 1y26y Fa WeKS 9dzOKIFENRaAGQEI WeKS
CStft26aKALIQY YR W¢KS [ 2NRQA { dzLIWISND®

Ly ¢C2 GKS GSNY W/ 2YYdzyA2yQ 2N Wl 2f @& [/ 2YYdzy aieids thatdf LINB T
I aKFNBR SELSNASYOS Ay NBalLkyasS (G2 G§KS [2NRQa Ozyerl yR
0ft22R® Ly GKS fA3IKEG 2F / KNAAGQa NBAdNNBOGA2Y (KAther A& (2
but a realisation that our Lord Himself is present in our midst.

It is, therefore, a happy event, but tempered with the knowledge that we are remembering the extreme cost of our
altgriAz2yd ¢KS oNBIFR YR gAyS fiéid inbyf Racaph thecfoss/ofClliagyi Q& O NI.

Communion is one of only two sacraments recognised as the responsibility of believers. The other is Baptism. To
remember the Lord Jesus at the Communion Service is as much a command as to be baptised.eTieseional
matters, not duties to be fulfilled, but a loving response from the heart to the One who gave His life for us.

The New Testament does not give any rules as to frequency for Communion. The motive must be a desire to meet with
our Lord and wh one another in this sacred ceremony. Preparation for Communion, individually and as a fellowship, is
important. 1 Corinthians 11:29 reminds us that each should consider him/herself before presenting themselves before
the Lord.

It is necessary to recoige that the bread and wine are only symbols. Care must be taken not to add or subtract from the
G§SIFOKAY3a 2F (GKS bS¢ ¢Saidl YSydz SAGKSNI FNRBRY 2dzNJ [ 2 NRQa
ONE cup and ONE loaf speaks of the ONiifisador sindorever. Although there are close links with the Jewish Passover
there are distinct differences. It is true that the Passover points forward to the ultimate sacrifice for sins and dediveranc
from bondage but to try to incorporate aspect$ the Passover into the Communion service leads to misunderstanding
and failure to appreciate the full significance of the emblems. Therefore we have one source from which we drink and
one bread from which we all eat.

The New Testament is silent regardindes and patterns for the way Communion Services should be conducted. There
was a basic simplicity in the early Church and that should be our attitude. There is no standard for all nations at all times
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The emphasis is on the hearts and minds of thosewh3 | G KSNJ 2 W. NBI'1 . NBIRQ (G2 Syac
relationship between individuals and their precious Lord.

CKS 2yS 2@8SNNARAY3I LINAYOALX S 3I20SNYyAy3d gK2 aK2dZ R 2N &
acknowledgehat Jesus Christ actually came in the flesh, that He is first our Saviour and then as our Lord; only such are
truly eligible.

As there are no rules ithe Bible for the conducting of Communion Services, so there are no instructions regarding who
should dficiate and contribute. Elders are not given any special authority in this matter; their responsibility is to see that
all things are done decently and in order. Others may contribute during the service.

The bread and wine are a demonstration of thew covenant with Christ Himself at the centre. It is a blood covenant,
sealed with nothing less than the precious blood of our Redeeqtbe bread His life laid dowpand the cup His life
blood poured outas the one and only sacrifice for sin.

Whether there should be teaching, exhortation or devotional meditations included in the Communion Service is not
specified in the New Testament. That Communion followed periods of teaching is apparent from various incidents
recorded in the Acts of the Apostles, bilis does not establish a precedent for us to follow. Using the opportunity to
further build up believers is obviously of value. Communion is a time to reflect on the life, teachings, death, resurrection
and ascension of Jesus and all that He means tdievee.

CNRBRY GAYS G2 GAYS Ay ¢C23X Ay IRRAGARZY G2 GKS NB3Idz I NI /
are planned at timeg usually in a normal Morning Servicavhen most families are able to attend, including children.

One aimof these Services is to introduce children to Holy Communion at an early age so that they can begin to
understand both the significance and the solemnity of the remembrance of the sacrifice of Christ. In this way children can
be helped to recognise thahey are part of the Church and valued in their own right.

On these occasions the bread and wimay beadministered from the front of the Church and families, as well as
individuals, are invited to come forward, the adults to receive the elements andcliildren a blessing. It must be
remembered that Communion is for those who have accepted Jesus Christ as their Saviour and Lord. To partake of the
bread and wine without having new life is a serious matter.

It is not expected that young children shoyddrtake but if they do ask to do spand this should be their desire, not the

LJ- NBayt ivilDkde necessary for the Elders to be satisfied that their faith is geruane that they understand what they

are sharing in. This cannot be decided duringrise and parents must talk with an Elder in advance. The age of 12 years
or over would be an appropriateinimum agebut this does not mean that any age gives any rights or privileges. Elders
should use their discretion if younger children make the rexjue

It must be reemphasised that this igot a parental decision but the clear desire of the child. Parents will be consulted
FyR Ll2&aaArote | WdzyA2N) / KdzZNOK GGSFOKSNJ AT | LIINBLINRFGSE G2

8. MARRIAGE
Tytherington Family Worship Church is licensed for marriages and as an independent Evangelical Church it has been
necessary to formulate a policy to ensure that a biblical and honourable practice is maintained.

From the outset it was agreed that the following prifep would be adopted, but in view of the complexity of
relationships in the world and amongst Christians each situation would be considered in the light of personal
circumstances.

The basic principles were set out and agreed by the Elders. In brieatbey
Marriages approved: a) between two Christians
b) between two norChristians

c) of persons convertedfter divorce.

Marriages not approved: d) a Christian to a ne@hristian
e) of nonrChristian divorcees.
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Each of theseategories needs more detailed elaboration

a) Careful investigation into the circumstances and relationships of the couple to be undertake8 02 dzLJ SQa g A
to undertake a marriage preparation course, if appropriatéeir commitment to attend tB Church, at least for
several weeks prior to the marriage (if not already part of the Church family).

b) The desire to be married in TFW Church is an indication of a recognition of the importance of a Christian ceremony,
however understood. According tché Bible marriage is honourable and a Gwdained institution. The same
procedure for the above applies.

c) The question of divorce and-nearriage is a sensitive issue and is dealt with as such. The causes of previous
breakdowns need to be explored andgsible lessons learned for the future. The same procedure for the above
applies.

d) According to the New Testament such liaisons are forbidden.

e) When there is no recognition of the need for repentance and conversion it is not possible to make vowsGmefan
sincerity.

9. MISSIONARSELECTION AND SUPPORT
In a growing Church such as TFW it is expected that persons will be exercised about serving the Lord in a variety of ways,
either at home or abroad.

More and more Missionary agencies are now lookim¢gpcal Churches to be the key link for the missionary, thus forming

a triangle of Church as Home Base, the missionary in the field and the agency as the catalyst. Churches are expected to
see their missionaries as a vital part of their fellowship, répfey G A y 3 G KS / KdzNOK d2dzi & KSNEB
time service at home.

The Elders of TFW recognise that a Church must have an outward view as well as being concerned with the spiritual life
GAOGKAY® 2A0GK GKAA Ay Y Aefiar ok Selatesatd IBeONiissich FieldiakdSa meribdzNaDtKeQ & |
FStt26aKALI A& RS&aA3IYyFGESR da Waraaizyl NE {SONBGFINRQD w
Missionary Sunday focuses on some aspect of Christian work other than theubeslch.

LG KIFra +tftgleéa oSSy GKS FAY 2F ¢C2 (2 06S | WaSyRAy3 /Ko
[ 2NRQ& 3JdzZARFYyOS |yR RANBOGAZ2Y |yR G(GKSYy &adzZlll2Nlia GKSY
number of people bgf 3 A dzLILI2Z NIISR® hy S aLlSO0d 2F GKS / KdzZNOKQ&a NBa&LX
this in mind notices are posted on Notice Boards and weekly Notice Sheets.

Not all needs can be responded to and it is necessary for anyone considering ¢ak&uch work to follow the guidelines
set out below.

Any exercise of heart which may lead to Christian service must:

1 Be discussed with a Deacon or Elder at the earliest opportunity so that the matter can be weighed before the
Lord in prayer.

1 Contain asgnuch information about the project as possible and be submitted to the Elders, together with
reasons for making the approach.

1 Include any implications, such as the need for training, Bible College study ottestmoréxperience, so that
the Elders may caider any financial requirements.

l'aLIANRY I WYAEAAA2YIFNRSEAQ gAtft 0S GSGGSRI lye LRGSYGAL T
organisation concerned to ensure full understanding of the level of commitment and the type ofrsupeaandidate
will receive and need.

Only when the Elders give approval should further advances be made and any applications be submitted. In this way
there will be no false expectations of the Church and assurance will be given of wholehearted dopfietlevel
determined.

Financial support will differ in each case but all other aspects of support will be the same, depending on the
circumstances. Giving for missionary support will be through the Church, the Elders having the final say on disburseme
This will avoid, what can so easily happen, that one will attract more interest than another thus creating inequality. Any
persons wishing to give on a personal basis are, of course, free to do so.

It is vital that anyone seeking to serve the Lordhis way must recognise that they are dependent on the Lord and not
on any organisation or the Church.
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A support group, the Missionary Action Team, will ensure that each missionary is watched over, their situation reviewed,
that communication is maintairtceand information conveyed to the Church.

If these guidelines are followed the Elders affirm that the Church will seek to fulfil its obligations and ensure that anyone
J2Ay3 2dzi 6AGK GKS / KdzZNOKQa o6f Saaiay3d gAff o0S dzKStER FyR

10. GIVING

When thelLord prompted the Elders of TFW to build a place of worship one of the major questions was, where will the
Y2ySe 02YS FTNRYK {2 &adaNB ¢6SNB (KS 9ftRSNE 2F (KS [ 2NRQ&
to provide the finance. It isvell known that money does not grow on treeslt is invariably through His people that the

[ 2NRQ& 62N] A& LINPOARSR FT2NYX¥ D2R 3IAPSE GKS NBaz2dzNddSa Iy
to be in this case. The congregatiresponded eagerly and generously. In 1993 the Church was completed and in January
2000 the bank overdraft was clearegapproximately £500,000 had been raised without making appeals to worldly
organisations or noiChristians. At that time many memberstsup standing orders on their banks to make regular
donations. Most have continued to this day.

From the weekly Notice Sheets it may seem that the weekly income is more than adequate. Examination of the annual
financial report, however, (available to ywone who wishes to see it) shows how the funds are disbursed.

It was decided from the earliest days that an important aspect of the worship would be missionary focussed. The aim was
G2 0SS I WaSyRAy3 [/ KdzZNOKQX { KS NBriwriBuNdBSconfirkiesl yprovidinG sugpdaifdr & A y 3
number of people linked with the Church who were serving the Lord overseas or in the home country. Currently
approximately 50% of the income is used in this way.

TFWoconstantly needdo extend the facilites of the Church. Increasing maintenance costs and repairs means that the

f SPSt 2F adzlI2 NI Ydzad y2d 2yfte 6S YFIAYyGFAySR odzi AyONB
with the full co-operation of each member, the Church can go frstmrength to strength. To this end the Elders wish to
encourage each member to 4examine their level of giving on a regular basis, and those who have not yet committed
themselves to regular and sacrificial giving, to pray about their personal respaxgsibili

Let us remember that God asked His people, the Israelites, to give 10% of their income (pludl fvéferings!) For us it
does not have to be 10%, but that is not the issue. If not 10% then how much? Does grace require more than the law, or
less? Een 10% means that we have 90% left for our own use!

How do we respond to this challenge?

Bearing in mind the principle of 1 Corinthians 16:2 that each one should put aside some money in proportion to their
income it is important that all should becaddd Sy 1 A2dza | 62dzi IAGAYy3I G2 GKS [ 2NRQa

In order to assist in this the following suggestions are made so that each one can choose the most appropriate method of
giving and seeking to be faithful to God and His Church.

1. GIFTS AND DONATIONS
a) Weekly offerings at Sunday morning services (this is the only time offerings are taken). If this method is
chosen please do not forget the weeks when you are away!
b) General donations can be made at any time, anonymously if desireas §lfax payer please sethe note
below re: Gift Aid)
c) Gifts or donations may be in dascheque or standing order through a Bank or Building Society. Mandate
forms are available.

2. GIFT AID DONATIONS
This method is applicable to taxpayers only. Gift Aidiais relief on moneydonated to charities(TFW is a
registered Charity)A Gift Aid declaration is needed whereupon all gifts, large or small, can have the tax element
refunded. Forms are available.
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3. LOANS
There are various ways in which loans can be made. They can besinfiee; at agreed rates; repayable at the
end of a set period or repayable on an annual bgsés individually arranged. There is no limit to the amount
which may be loaned.

4. LEGACIES
Donations may be left to the Church in a will. These are welcomed

11. CHURCH ADMINISTRATION
11.1 FINANCIAL PROCEDURES

11.1.1 Expenditure approvals
TFW has formalised its expenditure procedures to ensure:

1 Good stewardship of financial gifts
1 Accountability to members and charities commission
1 Appropriate control of expentlire

M tSGSNI nYmMn W9IFOK 2yS2T |a | 322R YIylF3aSNI 2F D2RU& RATT
Expenditure is therefore categorised into three level$adi®ws:

1. Petty cash expenditure Amounts up to £50
2. Minor expenditure¢ Amounts between £50 and £250
3. Major expenditure ¢ Amounts above £250

Petty Cash Expenditure
Any deacon or elder may authorise Petty Cash expenditures ensuring that a receipt is obtained and passed to
administration.

Minor Expenditure
One elder plus one deacon may authorise Minor Expenditirés must be recorded on thminor expenditurerequest
form (appendix 1)a copy of which must be given to administration together with the appropriate receipt.

Major Expenditure

Requests for Major expenditure items must be submitted to the elders mgdtr approval using thmajor expenditure
request form(appendix 2) This form requires that three quotations are obtained from potential suppliers, and that a
brief report justifying the expenditurés completed No major expenditure purchases may be dwaauntil the Major
Expenditure form, signed and approved by the elders is receWadapproval of the expenditure, one of the deacons will
be appointed to oversee the procurement and delivery of the item/project.

For purchases exceeding £5000 an annoumsat of the intention to purchase will be made to tRurch members.

Donations
All donations to Christian work or charitable causes etc, whatever the value must be approved by the elders.

11.1.2 Handling of Money
Wherever possible the handling and coimg of money e.g. collections will be undertaken by two people who will
document and counter sign for the cash sum involved.

11.2 CHURCH OFFICE

The @urch officeA & Sadl 0f AAaKSR (G2 LINPOGARS | &aY22 0K Nbafthelothad> ST 1
activities the @Gurch undertakes, thus equipping Members for Ministrywill operate on terms which are clearly defined

from time to time by the elders. It shall operate undbe guidance and leadership of the office manager, who in turh wil

report to either the administration and finance deacan the elders

9
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Identified tasks of the l@urch office are:
1. Routing telephone and-mail enquiries to the appropriate individual;
2. Production of notices from-enailed design
3. Production and distributiomf newsleters and special events notices;
4. Maintenance of the Burch address and-mail listsand related data protection forms;
5. Maintenance ofappropriate levels of stationery;
6. Maintenance of Gurch notice boards;
7. Provsion ofword processing suppart
8. Production of Annual Reports;
9. Production of brochures;
10. Provision of photocopying;
11. Licence reporting;
12. Provision of service invitations and arranging their distribution;
13. Administration of invoicing and petty cash;
14. Administration of CRB checks through a nomadkindividual; and
15. Preparation of rotas.

11.3 HEALTH AND SAFETY

Our policy, so far as is reasonably practicable, is to provide and maintain safe and healthy working conditions, equipment
and systems of work for all our employees, casual labour and valphtpers, and to provide such information, training

and supervision as they need for this purpose. We will also endeavour to ensure, so far as is reasonably practicable, the
health, safety and welfare of all members of the congregation, contractorgynasand others who may visit then@rch,

and any associated land. The allocation of duties for safety matters and the particular arrangements that we will make to
implement the policy are set oum the appendices

The policy will be kept up to date, gaularly in the light of any changes to the buildings or activities. To ensure this, the
policy and the way in which it has operated will be reviewed regularly and the appropriate changes made.

In order to ensure that Health & Safety matters are keptstantly under review, an item on Health & Safety will be on
the agenda annually, at the first meeting of the elders and deacons aff%vﬁ&ﬂil, and employees and voluntary workers
will be consulted on a regular basis in order to seek their views onhH&ahafety matters.

11.4 CHILRENAND VULNERABLE PERSONS POLICY
¢CKS / KdzZNOKQ& LRfAdOe 2y OKAfRNBY FyR @dzZ ySNIofS LISNER2Y A

11.5 DATA PROTECTION

The Data Protection Act 1998 is designed to protect personal data about living daflivida ¢ W5 I it ppligsid 2 S O i
all such information held by churchebBhe Elders have bednformed that it issimplyimpossiblefor a church to operate

at all without needing to comply with the Act. The simplest way of complying with the Actizvio the consent of the
individual concerned to process their data. The Elders have therefore decided to obtain such consents and not to process
information on those for whom a consent is not held. A leaflet explaining hoareseomplying with the requiraents of

the Data Protection Adt set out in the Appendices.

12. CHURCH DISCIPLINE
To follow.

13. TRAINING AND DEVELOPMENT
To follow.

14. POLICY ON AMENDMENTS TO HANDBOOK
Amendments to this handbook shall be by unanimous agreement of the Elders. Ahmendmentsshall be recorded in
the minutes of the elders meetings.

10
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APPENDIX 1
TYTHERINGTON FAMILY WORSHIP
Minor Expenditure Request (E50 to £250)
1 Peter 4:10 6Each one, as a good manager of

Item to be purchased

Reason for expenditure

Amount £ : p

Date of Purchase

Requested by

Approved by
(Elder)

Admin Receipt number

11
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APPENDIX 2
1 TYTHERINGTON FAMILY WORSHIP
MAJO R EXPENDITURE REQUEST FORM
(E250 and above)
Complete sections 1to0 9
1 Peter 4:10 6Each one, as a good manager of God's diff

1 Date : 2 Submitted by:

3 Description of item to be purclased or activity to be funded

4 Cost £

Item/activity

Delivery

Installation and commissioning

Other

thi|th|th|th|th

Total Cost

5 Annual running costs £
(Complete if running costs are expected to me more than £50 per year)

Electricity/Gas/Water

Insurance

Maintenance

Ongoing Contributions

th|th|th|th|th

Total Annual Cost

6 Suppliers
(List quotations obtained from three suppliers)

Supplier Name Quoted price

Supplier A

Supplier B

Supplier C

Supplier Selected ( State supplier selected and why)

7 Completion

Date of proposed expenditure

Date of delivery/completion item

8 Approval Date of Approval
The requested expenditure is approved/ not approved

Signature Elder 1

Signature Elder 2
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8 Existing Situation

1 Describe the existing situation and explain the ways in which it is deficient.
What is the problem you are seeking to solve by the proposed expenditure?

9 Proposed Situation
9 Describe the situation that would result from the proposed expenditure and list the expected
benefits.

13
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APPENDIX 3

Tytherington Family Worship Church

17 Sandwich Drive, Tytherington, Macclesfield, Cheshire SK10 2UzZ

Health & Safety Policy

This document has been prepared in accordance with the provisions of the Health & Safety at Work etc. Act

1974 and the regulations made under it. The policy is in three sections:
Section A1 General statement of policy
Section B i Organisation and responsibilities

Section C i Arrangements

Contents

Section

A. General Statement of Policy
B. Organisation and responsibilities
1 Responsibility of the Elders
2 Responsibility of the Deacons
3 Responsibility of the Facilities Management Deacon
4 Responsibility of Employees and Voluntary Workers
5 Responsible persons
C. Arrangements (implementation of the policy)
1 Accidents and First Aid
2 Fire Safety
3 Electrical Safety
4 Gas equipment Safety
5 Hazardous Substances
6 Safety of Equipment
7 Slips, trips and falls
8 Lighting
9 Working at high levels
10 Preparation of food
11 Manual handling 1 lifting, carrying and moving loads
12 Display screen equipment
13 Hazardous buildings/glazing
14 Child protection
15 Personal safety
16 Risk assessments/activities
17 Contractors
18 Information and enforcement
19 Health & Safety law poster
Guidance notes
Health & Safety policy approach

Page
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A. General Statement of Policy

Our policy, so far as is reasonably practicable, is to provide and maintain safe and healthy working conditions,
equipment and systems of work for all our employees, casual labour and voluntary helpers, and to provide such
information, training and supervision as they need for this purpose. We will also endeavour to ensure, so far as
is reasonably practicable, the health, safety and welfare of all members of the congregation, contractors, visitors
and others who may visit the Church, and any associated land. The allocation of duties for safety matters and
the particular arrangements that we will make to implement the policy are set out below.

The policy will be kept up to date, particularly in the light of any changes to the buildings or activities. To ensure
this, the policy and the way in which it has operated will be reviewed regularly and the appropriate changes
made.

In order to ensure that Health & Safety matters are kept constantly under review, an item on Health & Safety will
be on the agenda annually, at the first meeting of the elders and deacons after 30" April, and employees and
voluntary workers will be consulted on a regular basis in order to seek their views on Health & Safety matters.

B. Organisation and Responsibilities

1 Responsibility of the Elders

Overall responsibility for Health & Safety is that of the Elders who will ensure that arrangements are in place to
satisfy Health & Safety Regulations and appropriate Codes of Practice. Specific responsibilities may be
delegated to Church personnel. As new projects emerge, the names of responsible persons will be notified and
the list amended accordingly.

2 Responsibility of the Deacons
The Deacons are responsible for ensuring that the arrangements outlined in this policy are carried out,
implemented and updated as is necessary.

3 Responsibility of the Facilities Management Deacon

The facilities management deacon and his team are responsible for the day-to-day implementation of the
arrangements outlined in this policy. Their responsibility shall be to:

1 be aware of Health & Safety Regulations as far as they concern Church premises;

2 be familiar with the Health & Safety policy and arrangements and ensure they are observed,;

3 ensure so far as is reasonably practicable, that safe systems of work are in place;

4 ensure the Church premises, are clean and tidy;

5 ensure the Church land is properly maintained including the safety of trees;

6 ensure that safety equipment and clothing is provided and used by all personnel where this is required;

7 ensure that all plant, equipment and tools are properly maintained and in good condition and that all operators
have received the appropriate instructions;

8 ensure that adequate access and egress is maintained;

9 ensure adequate fire fighting equipment is available and maintained; and

10 ensure that food hygiene regulations and procedures are observed.

4 Responsibility of employees and voluntary workers
All employees and voluntary workers have a responsibility to co-operate in the implementation of this Health &
Safety policy and to take reasonable care of themselves and others whilst on Church business or premises.

Employees and voluntary workers must therefore:

1 comply with safety rules, operating instructions and working procedures;

2 use protective clothing and equipment when it is required,;

3 report any fault or defect in equipment immediately to the appropriate person;

4 report all accidents (however minor), injuries, near misses or other potential safety hazards as soon as
possible; and

5 not misuse anything provided in the interests of health and safety.

5 Responsible persons
The following are responsible for safety in particular areas:
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Activity bracketed Responsible Person
Accident book/Accident reporting (1) | Lyndsey Ward
Fire extinguishers (2.1) Lyndsey Ward
Other fire protection equipment (2.3) | Lyndsey Ward
Emergency evacuation (2.4) Steve Clare
Portable electrical appliances (3.1) Ken Ward

Fixed electrical system (3.4) Ken Ward

Gas equipment (4) Ken Ward
Hazardous substances (5) Ken Ward

Plant and machinery (6) Ken Ward
Condition of floors (7.1) To be confirmed
Condition of Church land (7.2) Ken Ward

Light bulb changing (8) To be confirmed
Working at high levels (9) Ken Ward

Food preparation (10) Jane Clare
Manual handling (11) Ken Ward
Display screen equipment (12) Lyndsey Ward
Building defects/glazing (13) Ken Ward

Child protection (14) Dave Ray
Personal safety (15) David Cole
Fétes and outings (16.1) David Cole
Contractors (17) Ken Ward
Lighting & Sound Stewart Ashworth
Health & Safety training David Cole

C. Arrangements (implementation of the policy)

This section sets out the arrangements to minimise as far as is reasonably practicable risks to the health and
safety of employees, voluntary workers, members of the congregation, visitors and contractors.

1 Accidents and First Aid
First Aid boxes are located in both kitchens.

Trained/qualified First Aiders are:
Mr Stewart Ashworth

The accident folder is located in the office. All accidents and incidents are entered on an accident form. Forms
are returned to the responsible person who, having taken any necessary action files them in the accident folder.
If the Church or Church hall is let to outside organisations, they are told as part of the letting conditions that in
the event of an accident, details must be entered on the accident form supplied which is again returned to the
responsible person for review and inclusion in the accident folder. The accident folder is reviewed on a periodic
basis to ensure no trends in accidents are occurring that require further preventative action.

Fatal accidents, major injuries and dangerous occurrences must be reported immediately by a responsible
person by the quickest practicable means (normally the telephone) to the relevant enforcing authority (this will
most probably be the Local Authority Environmental Health Department) under the Reporting of Injuries,
Diseases and Dangerous Occurrences Regulations 1995. Following the initial notification, a written report on the
approved form F2508 must be sent to the enforcing authority within ten days of the accident or occurrence. If
there is any doubt as to whether the accident is reportable, or to which authority it should be reported, the
advice of the Health & Safety Executive should be obtained.

The following is a summary of the injuries or occurrences that must be reported (for further information, refer to
the Regulations or contact the HSE or Environmental Health Officer):

- Any fatality to employees or nonemployees including volunteers

- Major injuries to employees (this includes fractures, amputations, dislocations, loss of sight, electric
shock, exposure to harmful substances, any injury resulting admission to hospital for more than 24
hours and any accident that causes more than three consecutive days off work)
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- Injuries to non-employees that require the injured person to be taken straight to hospital for treatment

2 Fire Safety

Our policy is to fulfil our obligations under the Regulatory Reform (Fire Safety) Order 2005. In order to achieve
this, we undertake the following:

An assessment of the fire risks in the Church and associated buildings and the risks to our neighbours. This is
carried out as part of our general Health & Safety risk assessments.

A check that a fire can be detected in a reasonable time and that people can be warned

A check that people who may be in the building can get out safely including the provision of emergency lighting
and fire exit signage

To provide reasonable fire fighting equipment

A check that those in the building know what to do if there is a fire

A regular check that our fire fighting equipment is in place and is serviceable, and that there is an annual
maintenance contract in place with a reputable company

A check that fire doors are closed and not wedged open, except for limited periods of time when ease of access
or other safety requirements require, particularly when the building is left unattended

The removal of waste on a weekly basis to prevent any build up of combustible materials

2.1 Fire Extinguishers
Fire extinguishers are kept in the following locations:

Location Type of extinguisher and capacity
Front of Church by fire exit Water CO2 9L

Entrance Lobby by phone Water CO2 9L

Car Park Door Entrance Water CO2 9L

Sports Hall by fire exit Water SP 9L

Class Room Corridor Water SP 9L

Front of Church by fire exit Carbon Dioxide 2kg

Main Kitchen Powder 1kg

Sports Hall Kitchen Powder 1kg

Boiler Room Powder 1kg

The extinguishers noted above are checked every quarter by the responsible person to ensure that they are still
in place and have not been discharged and are checked annually by Morgan Fire Protection Limited.

2.2 Fire Alarm System
The fire alarm system is on an annual maintenance contract with C J Security. The Facilities Management
Team ensures this is completed annually.

2.3 Other Fire Protection Equipment
Other fire protection equipment is kept in the following locations:

Location Type of other fire protection equipment
Main Kitchen Fire Blanket 1.2m x 1.2m
Sports Hall Kitchen Fire Blanket 1.2m x 1.2m

The equipment noted above is checked every quarter by the responsible person to ensure that it is still in place
and is checked annually by Morgan Fire Protection Limited.

2.4 Evacuation Procedure

For large services and concerts, where the audience exceeds 250 our procedures for stewarding/evacuation are

as follows:

1 All designated fire doors remain unlocked at all times and are clearly marked as fire exits usingthe 6 Runni ng
Ma n & s.)Arheak must be made that all doors can be opened

2 Before the service/event commences a check will be made to ensure the padlocked side gates are unlocked.

3 A steward must be allotted to each door in the main Church and have responsibility for persons in a specific

part of the Church
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Area of Church Exit door(s)

Main Church & Old Coffee Lounge Front of Church organ side through to car park,
Rear Door by kitchen through front entrance to
Sandwich Drive and car park, Rear Door by
Bibles through to car park, Rear Door by
Bookstall through to car park.

Sports Hall, Related Kitchen & nearby Toilets Rear of Sports Hall through to car park, Doors
through to car park via corridor or Main Entrance.

New Coffee Lounge, Classrooms, Storeroom & | Side Exit at end of corridor through to car park,

nearby toilets Through small prayer room to front doors and car
park.

Office, Photocopier Room & Main Kitchen Main Entrance Doors to car park, Via corridor to
car park.

4 Responsibility for using each fire extinguisher will be allotted to named stewards. Those trained in the use of
fire extinguishers are:
Mr Steve Doggart

5 Emergency lighting is available

6 In the event of an emergency (fire/bomb threat, etc.), an announcement to leave the building will be made by
the person leading the service or other event

7 Persons will assemble in the car park

8 The emergency services will be contacted immediately by the senior steward using the telephone located by
the front entrance or the office phone or a mobile phone.

2.5 Evacuation Drills
Fire evacuation drills will be carried out annually. All employees and voluntary workers should ensure they are
familiar with escape routes and ensure these are kept clear and unobstructed.

2.6 Fire Discovery (no matter how small)

1 Immediately raise the alarm

2 Telephone the emergency services

3 Check the building for occupants

4 Attack the fire if possible within your capability using the appliances provided, but without taking personal risk
5 If not possible to attack the fire or if you are unsure which fire extinguisher to use, assist in the evacuation of
the building, ensuring that all doors are closed behind you. The general rule is people before property

6 Evacuate to the car park

7 Ensure clear access for the emergency vehicles

3 Electrical Safety

1 A list of all portable electrical appliances is maintained by the responsible person

2 Annually plugs, cables and sockets will be inspected by the responsible person to ensure that there are no
loose connections, worn flexes or trailing leads. Any repairs required will be reported to the Facilities
Management Team

3 All portable electrical equipment will be tested by a competent contractor (who is a member of the NICEIC
(National Inspection Council for Electrical Installation Contracting), ECA (Electrical Contractors Association) or
other approved body) to ensure that all appliances are safe. Any unsafe equipment will be safely disposed of.
Frequency of testing will be dependent on risk and use and will vary in period accordingly up to every five years
4 Every five years, the fixed electrical system will be inspected and tested by a competent contractor who is a
member of the NICEIC, ECA or other approved body. Any necessary remedial work will be carried out

5 It is our policy not to sell any second hand electrical goods unless they have been inspected and tested by a
suitably qualified person and a register of such equipment is maintained

6 Misuse and abuse of electricity is a significant cause of fires and injury. Faulty electrical equipment can kill. All
employees and voluntary workers must observe the following:

(i) Visually check all electrical equipment before use

(i) Report all faults immediately to the responsible person

(iii) Do not attempt to use or repair faulty equipment without the permission of the responsible person

(iv) Electrical equipment should be switched off and disconnected when not in use for long periods

(v) Flexible cables should be so positioned and so protected that they do not constitute a tripping hazard and
are not subject to mechanical damage.
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4 Gas Equipment Safety

1 The gas boilers and any other gas equipment is maintained and checked on a periodic basis by a competent
contractor who is a CORGI registered gas installer. Any necessary work required for safety is implemented
immediately.

5 Hazardous Substances

The responsible person will maintain a list of all hazardous substances used in the Church/hall. Where possible,
we have eliminated the use of hazardous substances. Where this is not possible, the safety arrangements are
as follows:

1For all hazardous substances, wh i ¢ h rritantcdorosive, togia besyt anc e
toxic, flammable, highly flammable, extremely flammable, explosive, oxidising or dangerous for the
environment 6, product i nf or matis wsed topdeterminedtte cdorrdéctymethdd @f ma n u

use, whether protective clothing is needed, method of storage, and action to take in the event of an accident.
2 Paint and paint cleaners are stored in the metal shed.

3 A child safety catch is fitted to the cupboard in the kitchen where all other harmful products are stored.

4 Chemicals must not be stored in unmarked containers.

5 Chemicals must not be mixed.

6 Petrol for the lawnmowers will be stored with the lawnmowers and will not exceed 20 litres

6 Safety of Equipment

The procedures for checking and rules for use of equipment are as follows:

1 Employees and voluntary workers must not operate plant or machinery that they are not familiar with and
authorised to use

2 Equipment must be switched off before any adjustments are made

3 After carrying out maintenance and adjustments, all guards must be replaced before the equipment is used

4 Before using any item of equipment, a check must be made to ensure it is in a safe working condition,
correctly adjusted, and there are no loose nuts, bolts or other defects

5 The appropriate personal protective equipment detailed below must be worn when operating any item of plant
or machinery

6 Persons under the age of 18 may use hand tools only and are not permitted to operate any power driven item
of plant or machinery

7 Ladders may only be used when the tower scaffold cannot be used or for work of short duration provided they
can be safely secured. This may necessitate the use of ladder ties

8 Any defect and damage found to any item of plant or machinery must be reported to the responsible person

9 All equipment will be regularly maintained and a schedule kept of maintenance requirements.

10 Equipment requiring special care

Item of equipment | Rules for use Protective Equipment
Lawnmowers Ear Defenders, Stout shoes or boots
Battery operated Ear Defenders, Stout shoes or boots, Eye protection
strimmers
Hedge Trimmers Use with cut out | Not applicable
switch
Chainsaw Only by Gloves and eye protection
authorised people
Guillotine Only by Not applicable
authorised people

11 All suspended equipment, such as: speakers etc. should have two means of attachment capable of
supporting the weight in case of failure

12 Persons must not work on their own unless they have a means of communication and have notified a friend
of the details of the work being undertaken and agreed a procedure to ensure their safety is checked on

7 Slips, trips and falls i condition of floors, steps and paths

In order to reduce as far as is reasonably practicable the risk of slips, trips and falls, an inspection will be made
on a periodic basis by the responsible person of:

1 all floors and the ladder to the loft above the old coffee lounge; and

2 all paths on the Church land. Particular note will be made of moss, algae and leaves on paths. Any defects will
be reported to the facilities management team who will arrange for repairs or remedial measures to be carried
out.

Cables must not be left across walkways other than for temporary use. If such cables are required they must be
securely taped to the floor, clearly visible and minimal in nature.
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8 Lighting

In order to ensure that the Church is adequately lit, inspections are made by the facilities management team to
ensure that adequate lights in the building are working. Any bulbs that require replacing will be added to the
outstanding work schedule and bulbs will be replaced as a priority ensuring that the safety procedure for the
replacement of bulbs is followed.

9 Working at high levels
All areas requiring the use of ladders other than a step ladder are designated as high level.
Only the following persons may work at high level:
- approved contractors
- competent volunteers approved by the responsible person
The following procedures must be followed:
- The foot of ladders must be on level ground
- The foot of ladders must be supported by another person
Only the following work is authorised without special agreement:
- Clearing gutters
- Attaching signs, banners etc.
- Minor repairs

10 Preparation of food
The following procedures should take place whenever the preparation of food is involved:
1 All food handlers receive adequate supervision and instruction when food preparation is involved
2 Before any preparation commences, all surfaces coming into contact are inspected to ensure they are in a
suitable state of cleanliness to enable the preparation of food to commence
3 Food stuffs may only be prepared in the following areas:
- Main Kitchen
- Sports Hall Kitchen
- Classrooms especially prepared for minor baking activities with children
4 Only those authorised by the responsible person may prepare foodstuffs
5 All hirers who wish to provide foodstuffs are advised of the facilities

11 Manual handling i lifting, carrying and moving loads

1 Our policy is to eliminate the need for manual handling as far as is reasonably practicable

2 Where it is not possible to avoid the need to move loads, we will carry out risk assessments and make use of
lifting aids, including trolleys, lifts and hoists as far as possible

3 The necessary instruction will be given to all those employees and voluntary workers who are required to
undertake manual handling

4 The following areas require particular care

Manual handling Number of persons | Method to be followed Equipment required

task required

Opening Baptistery 2 Weight to be evenly | Stout Screwdriver or
distributed other lever

Movement of chairs 1 No more than 2 wooden | Trolley (no more than 8

or 4 metal chairs to be | metal chairs only)
carried without the trolley

Communion Table 2 Weight to be evenly | None
distributed

Pulpit 2 Weight to be evenly | None
distributed

Steps to stage 2 Weight to be evenly | None
distributed

Organ/Pianos/Keyboards 2 Avoid twisting None

12 Display screen equipment
Our policy is to assess the risks to all habitual users of computer workstations and to reduce those risks to the
lowest level possible. The following factors will be considered when carrying out risk assessments:

9 Stability and legibility of the screen
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Contrast and brightness of the screen

Tilt and swivel of the screen

Suitability of keyboards, desks and chairs

The work station environment

The user friendliness of the software

Daily work routines will involve periods away from the screen. Where necessary risk assessments will be carried
out by the facilities management team.

=A =8 -8 -8 A

13 Hazardous buildings/glazing

1 Our policy is to ensure that buildings are safe and without risks to the health, safety and welfare of all who
work in and use them. In order to achieve this, the buildings are inspected on an ongoing basis

2 Any defects noted are immediately reported to and the procedures put in hand for repairs

3 Where necessary, temporary measures are taken to ensure that there is no risk of accident or injury until
permanent repairs can be carried out

4 All windows below waist height and in doors and beside doors below shoulder height contain safety glass and
any replacement will be of a similar safety material

14 Child/vulnerable persons protection
A separate policy on child protection and vulnerable persons is maintained. Records will be maintained of all
accidents involving children.

15 Personal safety

Persons must not work on their own unless they have a means of communication and have notified a friend of
the details of the work being undertaken and agreed a procedure to ensure their safety is checked on. Cash
over £200 will be handled by more than one person. Employees and volunteers are reminded that property
should not be defended at the risk of personal safety.

16 Risk assessments/activities

Risk assessments will be or have been carried out on all areas of the Church premises and all activities that
carry a significant risk.

1 If bouncy castles are used they must not be left unattended while inflated, being inflated or deflated unless
they are in an area that cannot be accessed by children. When in use each bouncy castle must be supervised
by those over the age of sixteen at all times ensuring that younger and lighter children are not allowed on the
bouncy castle at the same time as older heavier children. There must be a limited number of children on each
castle appropriate to the size of the castle and the children. Safety mats must be placed around all entry and
exit points

17 Contractors

Anyone entering Church premises for the purposes of carrying out work, other than an employee or voluntary
worker of the Church, will be regarded as a contractor. All major contractors must abide by the following:

1 Have their own Health & Safety policy (where required by law) and be able to provide a copy of the same
2Produce evidence that they have ap puranginiplace.@ repowdimfithisc and
evidence will be maintained

3 Comply with all the requirements of this Health & Safety policy and co-operate with the Church officials in
providing a safe place of work and a safe system of operation

4 Where plant and machinery is brought onto the Church premises by contractors, they must be able to show
where necessary that the equipment has been inspected and tested to ensure its safe operation

5 Contractors may only use sub-contractors or persons other than their own direct employees with the express
permission of the Church officials. However, responsibility will remain with the contractors

6 All contractors will be given instructions regarding the areas where they are permitted to work and the extent
of the work they are authorised to undertake.

7 Any work that will last for more than 30 days, or involve more than 500 person days of work will be subject to
The Construction (Design and Management) Regulations 2007.

Any minor works will be supervised to an appropriate level by an appropriate person.

18 Information and enforcement

Environmental Health Service Information:

Address: Environmental Health Department, Macclesfield Borough Council, Town Hall, Macclesfield, Cheshire
SK10 1DP

Tel: 01625 504316
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Fax: 01625 504203
Contact: Commercial Services Team

Employment Medical Advisory Service Information:

Address: Grove House, Skerton Road, Manchester M16 ORB
Tel: 0161 952 8200

Fax: 0161 952 8222

Health & Safety Executive Information Line: 0845 345 0055
HSE Books: 01787 881165

19 Health & Safety law poster
A copy of the HSE post éwhatHewbtuhshaodl 8akpowdlLiaw display

Appendix: Health & Safety policy approach

The following sets out the approach we have used in drawing up the arrangements above.

Risk assessment

Risk assessment has been carried out by those drawing up these arrangements and the resulting arrangements

have then been reviewed by the responsible person for each area and added to as necessary to ensure that the
knowledge they bring to their own particular area, where they best know about any hazards, is incorporated. We

have systematically looked at each area of the Church and noted all of the hazards and risks, and any existing

safety measures. We have also noted any person who may be specifically at risk. We then noted any additional
safety measures or O6écontrol sd whi ch andintoftporated thencigo theh o s e
arrangements. As well as the interior of buildings, we looked at the external areas. A checklist of hazards that

we considered in each area assessed is given below. The checklist is in the same order as the sections of the

Health & Safety policy.

Accidents and First Aid
Provision of First Aid equipment, persons with First Aid training, procedures to deal with accidents

Fire safety

Combustible materials, flammable liquids and accumulations of waste, heaters, smoking and other sources of
heat, provision of fire exits, escape routes, signage and emergency lighting, provision of fire detection
equipment and fire fighting equipment, effect of a fire on our neighbours, evacuation plans and instruction of
stewards

Electrical safety

Condition of fixed electrical installation, including switches and sockets, condition of portable electrical
appliances, including leads and plugs, use of unauthorised electrical appliances and temporary wiring,
mechanical damage to wiring, frequency of inspections

Gas safety
Condition and maintenance arrangements for fixed gas boilers and heaters

Control of hazardous substances

Internal - cleaning materials, types, amounts, storage arrangements, provision of personal protective equipment
External - pesticides, herbicides, petrol, types, amounts, storage arrangements, provision of personal protective
equipment

Plant and machinery

Internal - condition and potential injury arising from suspended items, ladders, scaffolds and staging, including
storage and accessibility, display screen and computer equipment, any other equipment

External - Church land maintenance, equipment: lawnmowers, strimmers, hedge cutters etc.

Slips, trips and falls
Internal - loose carpets, loose and uneven tiles, trailing leads and other obstructions, worn, steep and uneven
steps and stairs, inadequate lighting, lack of handrails
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External - uneven and poorly maintained paths, boiler room access, potholes and tree roots, obstructions, long
grass and undergrowth, poor drainage of paths and growth of algae, inadequate lighting and lack of handrails

Lighting
Internal - check adequacy of lighting, pay particular attention to stairs, steps
External - paths, steps, drives, car parks, boiler room and entrances

Falls from a height

Internal - arrangements for light bulb changing, use of unsecured ladders, unprotected openings and loft
openings

External - clearing of gutters and valleys

Food hygiene

Extent of food preparation, nature of foods to be prepared and stored, areas used for food preparation, facilities
for washing and preparation of foodstuffs, facilities for storage of foodstuffs, experience, competence of food
handlers

Manual handling
Moving and lifting of furniture, staging, pianos and other equipment, numbers required, specialist equipment
needed

Display screen equipment
Considered all computer equipment, who uses it and for how long, checked seating, workstation, screen,
software

Hazardous buildings /glazing
Loose brickwork, falling tiles, gutters

Child protection
Existing child protection procedures, implementation of guidelines

Personal safety
Risk of attack, lone working, handling of cash, means of raising an alarm, summoning assistance

Activities and other hazards

Services, concerts, events, exhibitions, etc., numbers attending, age related hazards (children/elderly), disability
access/provision, fétes, walks

To provide future help when carrying out risk assessments and improvements the following guidelines may be
used:

Risk assessment calculator
To calculate a risk rating, you need to grade both the likelihood and severity from 1 to 3. The grades are then
multiplied together to give a risk rating.

Likelihood
The likelihood of something happening can be graded as: Low (seldom); Medium (frequently); or High (certain
or near certain)

Severity
The severity of injury if something does happen can be graded as: Low (minor cuts and bruises); Medium
(serious injury or incapacitated for 3 days or more); or High (fatality or a number of persons seriously injured).

Risk rating

Having assessed both likelihood and severity, a risk rating can be calculated by multiplying the likelihood with
the severity. This will give a rating from 1 to 9. The implementation of additional controls can then be prioritised
as follows:

Risk Rating:

17 2 =low priority

31 4 = medium priority

61 9 = high priority
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With low priority no action at all may be required. With medium priority additional control measures may be
necessary. With high priority it may be necessary to stop the particular activity or restrict access to the area until
action has been taken.

Improving safety i additional control measures

In most cases, it will be obvious what additional measures are necessary to reduce risk. For example, if there is
a risk of falling down steps which are badly lit and do not have a handrail, the additional controls needed will be
to improve the lighting and fit a handrail. If you find any hazardous glazing, this will need to be replaced with
safety glass, such as toughened or laminated, be covered with a safety film or have a barrier fitted. If there are
risks of falls from a height, you will need to consider the fitting of barriers or the use of safety latchways,
eyebolts and the use of harnesses. In many cases, however, safety can be improved by changing working
methods. It does not always require alterations to the building. For example, there is a considerable risk of

accident and injury if the I oft hatch at the top of

l eaving it 6downdé after wuse.
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APPENDIX 4

Tytherington Family Worship Church

17 Sandwich Drive, Tytherington, Macclesfield,e8hire SK10 2UZ

Children and Vulnerable Persoridrotection Policy

MISSION STATEMENT
The Church Elders [hereafter referred to as Elders] recognises the importance of its ministry to childrernanable
people and its responsibility to protect and safiegd the welfare of children andulnerablepeople entrusted to the
Church's careAs part of its mission, the Church is committed to:
1 Valuing, listening to and respecting children awgnerable people as well as promoting their welfare and
protection.
Safe recruitment, supervision and training for all the children's/youth workers within the Church.
Adopting a procedure for dealing with concerns about possible abuse.
Encouraging and supporting parents/carers.
Supporting those affected by abuse in the Giur
Maintaining good links with the statutory childcare authorities and other organisations.
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CHURCH POLICY

The Elders recognise the need to provide a safe and caring environment for childrerulaedablepeople. It also
acknowledges that children andulnerable people can be the victims of physical, sexual and emotional abuse, and
neglect. The Elde | @S GKSNBEF2NBE FR2LIISR GKS LINPOSRdz2NBa &aSd 2 dz
recognises the need to build constructive links withtstary and voluntary child protection agencies. The Policy and
attached practice guidelines are based on a model published by the Churches' Child Protection Advisory Service (CCPAS)
The Elders undertake to file a copy of the policy and practice guldin 6 A G K / / t ! { YR / KAf RNB"
any amendments subsequently published. The Elders agree not to allow the document to be copied by other
organisations.

The Elders are committed to egoing child protection training for all children/youtiorkers and will regularly review the
operational guidelines attached.

The Elders also undertake to follow the principles found within the Abuse of Trust guidance issued by the Home Office
(http://www.ccpas.co.uk/Documents/Abuse%200f%20Trust)palfid it is therefore unacceptable for those in a position

of trust to engage in any behaviour which might allow a sexual relationship to develop for as long as the relationship of
trust continues.

RESPONDING TO ALLEGATIONS OF ABUSE
Under no circumstances should a Church worker carry out their own investigation into the allegation or suspicion of
abuse. The person in receipt of allegations or suspicions of abuse will do the following:
1 Concernsnust be reported as soon as possible to David Ray (hereafter therddmator") who is nominated by
the Elders to act on their behalf in dealing with the allegation or suspicion of neglect or abuse, including referring
the matter on to the statutory autarities.
1 The Ceordinator may also be required by conditions of the Church Insurance Policy to immediately inform the
Insurance Company.
1 In the absence of the Gardinator, or if the suspicions in any way involve thedEdinator then the report
should ke made to Lyndsey Ward (hereafter the "Deputyddinator"). If the suspicions implicate both the-Co
ordinator and the Deputy Cordinator, then the report should be made in the first instance to the Churches'
Child Protection Advisory Service (CCPAS)BBY 133, Swanley, Kent, BR8 7UQ, or alternatively contact
/| KAf RNBy Qa {2DAWwW/f2 (BINGR OB AfaQ 0St26 F2NI F tAad 27
1 Suspicions must not be discussed with anyone other than those nominated above. A written oécibrel
concerns should be made in accordance with Church procedures and kept in a secure place.
1 Whilst allegations or suspicions of abuse will normally be reported to therdinator, the absence of the Co
ordinator or Deputy Cerdinator should notdelalB F SNNI f (2 GKS / KAf RNByQa {207
1 The Elders will support the @uvdinator/Deputy Ceordinator in their role, and accept that any information they
YIEe KI@S Ay GKSANI Ll2aaSaarzy gAff o6t akKih ABROAY I ad
1 Itis, of course, the right of arigdividual as a citizen to make a direct referral to the child protection agencies or
seek advice from CCPAS, although the Elders expect that members of the Church will use this procedure. If,
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however, the indiidual with the concern feels that the @wdinator/Deputy Ceordinator has not responded
appropriately, or where they have a disagreement with the-d@dinator(s) as to the appropriateness of a
referral they are free to contact an outside agency diretis Intended that by making this statement the Elders
demonstrate the commitment of the Church to effective child protection.
The role of the Gardinator/ Deputy Ceordinator is to collate and clarify the precise details of the allegation or suspicion
anR LI aa GKAa AYTF2NXIGA2Yy 2y (G2 GKS / KAfRNByQa {20Alf
investigate the matter under Section 47 of the Children Act 1989.

ALLEGATIONS OF PHYSICAL INJURY, NEGLECT OR EMOTIONAL ABUSE

If a child las a physical injury, a symptom of neglect or where there are concerns about emotional abuse,- the Co

ordinator/Deputy Ceordinator will:
T /2yil0G / KAftRNByQa {20Alf {SNBAOSE 02NJ//t! {0 F2NJ I

sdety or if a child is afraid to return home.

T bhe¢ (GStf GKS LI NBydGa 2N OFr NENE dzyft Saa FROAASR (2 R2

1 Seek medical help if needed urgently, informing the doctor of any suspicions.

1 For lesser concerns, (efpor parenting), encourage parent/carer to seek help, but not if this places the child at
risk of injury.

1  Where the parent/carer is unwilling to seek help, offer to accompany them. In cases of real concern, if they still
FLAE G2 | Ol ZSo0d Feiviced direct fér advieeNB y Q &

1 Seek and follow advice given by CCPAS (who will confirm their advice in writing) if unsure whether or not to refer
I OFrasS (2 / KAftRNByQa {20Alf {SNWBAOSao®

ALLEGATIONS OF SEXUAL ABUSE
In the event of allegations or susmois of sexual abuse, the ©@adinator/Deputy Ceordinator will:
¢ /2yidl 00 GKS / KAfRNByQa {20AFf {SNBAOS&a 5SLINIYSyld 5.
Protection Team direct. They will NOT speak to the parent/carer or anyoae els
1 Seek and follow the advice given by CCPAS if, for any reason they are unsure whether or not to contact
/| KAt RNByQa {20Alf {SNBAOS&akt2ftAO0Sd //t!1{ Attt O2yTA

APPOINTMENT, SUPPORT, SUPERVISION & TRAININGEHS.& WORKERS

The Elders will ensure all workers will be appointed, trained, supported and supervised in accordance with the principles
aS0i 2dzi Ay 3F2@8SNYYSyYyid 3FdzZARStAySa a{FFS FNBY I INX)¥e¢ 061 af{l
sane principles will be applied to those appointed to work with vulnerable adults.

SUPERVISION OF GROUP/CHILDREN'S ACTIVITIES
Details of the supervision for each specific activity are provided in the Church practice guidelines.

SUPPORT TO THOSE AFFECTEBUBSE
The Eldersare committed to offering pastoral care, working with statutory agencees appropriate and providing
support to those attending the Church whovebeen affected by abuse.

WORKING WITH OFFENDERS

When someone attending the Churchkisown to have abused children, the Elders will supervise the individual concerned
and offer pastoral care, but in their commitment to the protection of children, set boundaries for that person which they
will be expected to keep.

CONTACT DETAILS

Coordinator: David Ray Telephone: 01625 869880

Deputy Ceordinator: Lyndsey Ward Telephone: 01625 614739

Churches' Child Protection Advisory Service (CCPAS) Telephone: 0845 120 4550
PO Box 133, Swanley, Kent, BR8 7UQ.

| KAt RNBYy Qa { 2 ©80arh-5.00pnMNIIA O S aTel@phiohek @ &25 374700.
I KAt RNBy Qa { 2 @ubftiourf)S NIIA OS aTelephiofiek @606 76611.

Police Child Protection Team Telephone0845 458 0000.

POLICY REVIEW
This policy will be reviewed annually @arjune.
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APPENDIX 5
TheData Protection Act 1998

This leaflet explains how we are complying with the requirements of the Data Protection Act 1998. It also allows you to
give permission for us to hold a variety of data on you, tells you how you can obtain details of the indorthat we
hold on you and explains why we hold it.

¢KS 5FGF tNRGSOGAZ2Y ' OG0 mdpdy A& RSEAAIYSR G2 LINRGSOG LIS
that any person or organisation who handles personal data must comply wittetherements of the Act. Such a person
2NJ 2NHIFyAaldAz2y Aa OFttSR I W5FGF /2y {iNRftfSNROD

What is personal data?
Personal data is information about a living individual from which that person can be identified. That information can exist
in a variety of formts, for example on a computer or in a paper filing system.

What principles apply to the collection of personal data?

There are eight governing principles that must be followed in relation to the processing of data about individuals.

1. We must process dataifly and lawfully

2. We must collect and process data for only one or more specified purposes. In essence, we must not collect data for
one reason and then use it for something else.

The data we hold must be adequate for its purpose or purposes but nossixeeor irrelevant.

Any data we hold must be accurate and, where necessary, kept up to date.

We must not keep data for longer than necessary.

We must process data in accordance with the rights of the Data Subject under the Act.

We must ensure data is kepecurely and we must guard against its accidental loss.

We must not transfer personal data outside the European Economic Union unless the country receiving it has an
adequate level of protection for the rights and freedom of data subjects.

©ONOoOA®

How we use youdata

All personal data provided by you is treated strictly in accordance with the terms of the Data Protection Act. This means
that confidentiality will be protected and that appropriate security measures are taken to prevent unauthorised
disclosure.

Why does TFW hold data about people?
We need to collect data for a variety of reasons, including basic requirements such as being able to contact you. Holding
your contact details also enables us to produce tharbiual phone book.

We need to know whiclareas of church life you are involved in so that we can produce rotas and ensure ministry areas
function effectively. Knowing your occupation helps us to identify people with specific skill sets when setting up new
projects, etc. Knowing which small gmpyou are in enables us to respond more effectively to you in a crisis.

There are legal reasons, such as having to hold details of all donations made through the Gift Aid scheme, in order to
comply with the Inland Revenue regulations.

We also find it hipful to be able to monitor trends in attendance (e.g. training courses) to help us to be more responsive
to the needs of the church.

TFW will not disclose your personal data to any third parties without your express consent, except when TFW is required
by law to do so.

TFW will retain your personal data only as long as is necessary for its purposes as described. Please note that even if you

leave TFW we may still be required to retain some of your personal data to satisfy our obligations to keepecotais
for a particular period under applicable law.
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We have tried to make this leaflet as simple as possible, but if there is anything you do not understand or would like a
fuller explanation on please contact our Senior Data Controller (Lyndsey Whkghdsey is unable to immediately
answer your query about the Act she will attempt to find an answer for you as quickly as possible.

Data Access Requests

Can | find out what data TFW holds about me?

As a Data Subject you have the right:

a) To be told vhether we are processing information about you;

b) To be provided with a description of the data, why we are processing it and the sorts of people or organisations we
might disclose the information to;

c) To be provided with a copy of the data in an intelligidhel permanent form;

d) To be told, if we know, where the information was obtained from.

How do | obtain this information about me?

You must make a Subject Access Request. Copies of our Subject Request Forms are available from the TFW office You ¢
not hawe to use this form; however, if you do, it is easier for us to help you. Please note that, whether you use the form

or not, a request for personal data must be made in writing. Requests by email are permitted, subject to identification
(see below).

How do we know that we are giving information to the right person?
When making a Subject Access Request you will be asked to provide a birth certificate, driving licence or passport. This
to safeguard all Data Subjects by making sure that we supply infanmanly to those who are entitled to receive it.

What can | do if | think the information you hold is incorrect?

Write to the senior Controller (Lyndsey) explaining what you think is wrong and ask for the data to be corrected. We
must tell you what wehave done within 21 days. If we do not agree that the data is incorrect then you may ask us to
record that disagreement for future refereneeor you can take the matter up with the Information Commissioner.
www.informationcommissioner.gov.uk
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APPENDIX 6
Recommendation for Nomination of Deacons

2 KSy NBO2YYSYRAy3 a2YS2yS F2N) 6KS LRaAGAZ2Y 2F 5SI 02y ol
prayerfully and thoughtfully considered.
Firstly, the Biblical criteria for Deacogg KA OK | NB F2dzy R Ay tldzf Qa FANBRG € SG3GSN]
1 Timothy 3:8.3
(8) Deacons, likewise, are to be men worthy of respect, sincere, not indulging in much wine, and not pursuing
dishonest gain.
(9) They must kep hold of the deep truths of the faith with a clear conscience.
(10) They must first be tested; and then if there is nothing against them, let them serve as deacons.
(11) In the same way, their wives are to be women worthy of respect, not maliciokiertabut temperate and
trustworthy in everything.
(12) A deacon must be the husband of but one wife and must manage his children and his household well.
(13) Those who have served well gain an excellent standing and great assurance in their faitbtideShs.

[Note: The above refers to men, but please do not restrict your recommendations to men only. The Bible supports the
idea of deaconesses as in (some translations of) Romans16:1

Secondly, the specific roles.
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