	JOB DESCRIPTION

	JOB TITLE
	Health and Safety Coordinator
	PREPARED BY
	

	PARISH
	
	DATE
	

	REPORTS TO
	
	JOB HOLDER
	

	POSITIONS REPORTING
	None

	Position purpose

	Describe how the job helps the parish achieve its goals.

	Contributes to keeping all people safe within the parish grounds, buildings and activities through 
· working with the Parish Council to identify and fix (or maintain) issues that have been raised
· working with the Property Committee to ensure regular building maintenance and Building Warrant of Fitness (BWoF) issues are successfully carried out
· working with our people to ensure they know what to do in the event of emergencies
· being aware of the latest H&S updates from the Connexional website

	Key responsibilities

	Describe the key functions and activities of this job.
Only focus on the important activities and responsibilities that make a real contribution or difference – and those for which the job holder is held to account.

	1. keeping the building/s and grounds maintained and safe
· regular inspections looking for potential and actual hazards
· timely response to incident register issues that have been found/raised
· overview that the programmed BWoF inspections have happened
· 
2. keeping all first response equipment current and regularly maintained as necessary 
· fire extinguishers, fire blankets etc
· AED servicing
· first-aid resources
· emergency signs and notices are all present and correct
· 
3. help identify and reduce the hazards associated with parish events
· hazard identification and mitigation
· 
4. being a first port of call in case of emergencies
· Asbestos, fire and medical incidents etc
· know the emergency response plans and processes
· create the plans if necessary (use the Connexional templates for starters)
· 
5. train our people to be ready
· run drills – fire, earthquake, tsunami, lockdown
· identify training needs – CPR, AED, first aid
· 
6. Challenge the apathy of accepting “this is the way we have always done it”
· double check that Parish Council decisions have fully considered safety in all of their decision-making. “Is it safe now?”, “Will it still be safe in the future?”, “has everything been considered?”
· 


Assistance/advice is available from https://www.methodist.org.nz/tangata/wellness-and-safety 
