CHURCHWARDENS’ ANNUAL CHURCH PROPERTY REPORT


In accordance with The Parish Administration Act (2010), the Template below is to be:
· completed and signed off on by the Churchwardens;
· forwarded to the Registrar by October 31st each year; and 
· presented at the Annual Parish Meeting.  
[bookmark: _GoBack]This form should be considered when developing the annual parish budget. Note that all issues identified DO NOT need to be addressed at once, create a plan to tackle the highest risks first. [footnoteRef:1] [1:  There is a Risk Matrix on page three to assist with Risk Ranking.] 

Building (eg: Rectory/church/hall)	_______________________________________________________

Parish and location of Property	______________________________________________________

Complete visual inspection and tick / insert comments or rating where appropriate 
(one report per building):

	External
	
	
	
	

	
	No visible problem
	Further Inspection Required
	Work to be undertaken
	Risk rating

	Roof
	
	
	
	

	Guttering
	
	
	
	

	Windows / Doors
	
	
	
	

	Walls
	
	
	
	

	Ground level perimeter
	
	
	
	

	Steps/Ramps/Handrails
	
	
	
	

	Land and gardens
	
	
	
	






	Internal
	
	
	
	

	
	No visible problem
	Further Inspection Required
	Work to be undertaken
	Risk rating

	Ceiling
	
	
	
	

	Walls
	
	
	
	

	Windows / Doors
	
	
	
	

	Floor / Flooring
	
	
	
	

	Furniture
	
	
	
	

	Handrails
	
	

	
	




Nature of required work: __________________________________________________________________
_______________________________________________________________________________________

Timeline of required work:_________________________________________________________________
_______________________________________________________________________________________

Provision in Parish Budget:  Yes / No

This form should form the basis of the Churchwardens’ report to the Annual Parish Meeting of the condition of all Church Property and work needing to be undertaken.

Churchwardens’ signatures

	
	
	
	
	

	
	
	
	
	

	Date           /          /
	
	Date           /          /
	
	Date           /          /
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1. Likelihood - Evaluate the likelihood of an incident occurring 2. Consequence - Evaluate the consequences of a risk occurring
according to the ratings in the left hand column according to the ratings in the top row

Descriptor Level  Defini

Descriptor  Level Definition

Rare 1 May occur somewhere, sometime (‘once in a life Insignificant 1 No ini
time / once in a hundred years”) 9 jury
Unlikely 2 May occur somewhere within the Department over "
A T Minor 2 Injury/ill health requiring first aid
Possible 3 May occur several times across the Department or
e o pariod ot fne Moderate 3 Injuryiil health requiring medical attention
Likely 4 May be anticipated mutiple times over a period of .
(i P e e e Major 4 Injuryfill health requiring hospital admission
activity or event
Almost 5 Prone to accur regularly Severe 5 Fatality
Certain Itis anticipated for each repetition of the activity of
event

4. Risk Level/Rating and Actions

3. Risk Matrix — Using the matrix calculate the level of risk by finding the
intersection between the likelihood and the consequences

Descriptor Definition

Notify Clergy, Archdeacon and/or Registrar immediately
Corrective actions should be taken immediately. Cease
associated activity

Notify Clergy and/or Archdeacon and/or Registrar

Medium

Likely Medium Medium

immediately. Corrective actions should be taken within 48
hours of notification.

Notify Clery and Parish Council. Warden/s to follow up that
corrective action is taken within 7 days

Notify Clergy and Parish Council. Nominated employee,
HSR / OHS Committee is to follow up that corrective action is
taken within a reasonable time

Possible Low Medium Medium

Unlikely Low Low Medium Medium

Rare Low Low Low Medium Medium





image1.jpeg
Anglicai ce:

BENDIGO





