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INTRODUCTION 

“We have some beautiful buildings and a serious challenge; we need to support the mission 
needs of the Church whilst keeping all the buildings of the Diocese compliant with the law 
and their occupants safe and comfortable. We must do this within the finances available to 
us. This document is written to help you make your land and buildings a well-run asset that 
supports you and your community”.  

Hilary Foley – Director of Estates 

 

The Diocesan Estates Policies and Operating Procedures (DOPs) B are provided as 
guidance to Managers and to employees on how a wide range of issues should be 
managed in relation to the Diocesan and Parish Estate. 

 
The underlying rationale to DOPs B is to provide a framework of policies and 
procedures which ensure that all property is managed so as to  

 
• Provide the most effective and efficient pastoral provision for the diocese 

 
• Maximise the income from diocesan capital holdings 

 
• Protect our Catholic heritage  

 
• Protect the environment  

 
• Ensure the safety of all users of the estate 

 
It also provides employees, volunteers and Line Managers with relevant forms, 
letters, and documents in a series of Appendices for use in the appropriate 
circumstances. 

 
Estates policies provide general and practical advice as well as guidance on a range 
of estates issues in order to ensure all employees (and volunteers) manage the estate 
effectively and in addition to ensuring adherence to all applicable legislation. 

 
Estates procedures support and supplement the policies by giving a step-by-step 
account of specific arrangements that apply in particular circumstances. 

 
Forms and Guidance notes are also provided throughout relating to the policies and 
procedures. 
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FOREWORD 
 

God’s Church here in the Diocese of Portsmouth is formed of many and varied 
communities, held together in the same Truth of Christ both in doctrine life and 
worship. We need common operating procedures across the Diocese to ensure 
compliance with the needs of both canon and civil law. In addition, and especially in 
the light of the church’s call to the work of new evangelisation, we need to ensure 
harmonised collaboration. We have a responsibility to ensure that people, buildings, 
and money are treated carefully allowing us to perform our duties “with the diligence 
of a good householder” (Canon 1284§1). 

 
So, I present to you an updated version of our Diocesan Policies and Operating 
Procedures for Estates - DOP B. These DOPs have the status of particular law for the 
Diocese of Portsmouth. They must be understood and followed in the broad areas of 
human resource, schools, buildings, and finance. 

 
I am very grateful to all those who have compiled these procedures and ensure their 
regular review and updating. 

 
 

In Corde Iesu 
 

+Bishop Egan 
Bishop of Portsmouth 

 
  



Diocese of Portsmouth Operating Procedures – Estates 

4 
February 2021 
Estates Department 

 

 

 
 

Working Together: The Bishop’s Vision 
 

The Bishop of Portsmouth and the Trustees are fully aware of their duty of care to all 
our employees, and to anyone who works within the Diocese of Portsmouth. 

 
Diocesan policies must comply fully with the current statutory regulations. However, it 
is our aim that our policies do more than comply with regulations. 

 
It is our aim that our policies provide a framework of guidance for all who work within 
the Diocese: guidance to support and encourage us all in our work, to enable a working 
environment that is based on co-operation, respect for each other’s gifts, tolerance 
and support for each other’s limitations and above all, fairness and justice in our 
dealings with each other. 

 
Please read these policies, become familiar with the procedures and the forms, and 
help us to ensure that our work together fulfils our aims of respect, tolerance, and 
fairness. 

 
Throughout these DOPs, the Portsmouth Roman Catholic Diocese will be referred to 
as ‘the Diocese’. This expression shall include any representative acting for or on 
behalf of the Diocese Trustees, for example the Curia, Priests or any other 
representative appointed to carry out work on behalf of The Portsmouth Roman 
Catholic Diocese. 

 
This DOP is subject to changes brought about by relevant legislation, regulations and 
changes in best practice. Any changes and amendments that may be made to this 
document will be brought to the attention of line managers and Parishes. They will 
then be guided towards the current version online: 

 
http://www.portsmouthdiocese.org.uk/procedures 
Guidance on any Estates and Property matters are available from the 
Curia: Estates Team: Tel. 02394 216480 

 

http://www.portsmouthdiocese.org.uk/procedures
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B1A: Policies for the Day-to-Day Care of the Parish Estate 
 

Ecclesiastes 7:12: For wisdom is protection just as money is protection, 
But the advantage of knowledge is that wisdom preserves the lives of its possessors. 

1. Introduction 

 
The aim of this policy is to ensure that all diocesan and parish sites and buildings are 
maintained in a safe condition and their future value protected.  

 
2. Purpose 
 

This policy sets out the inspection reports that are required by the Trustees of the 
Diocese carried out and the regularity of the inspections required.  

3. Scope 
 

This policy will be applied to all property owned by or controlled by Portsmouth 
Roman Catholic Diocesan Trustees Registered.  

 
4. Roles and responsibilities (relating to the church estate and according to Canon 

Law)  

4.1. Bishop 
 

The Bishop is ultimately responsible for the temporal goods of the diocese finances of the 
diocese including all church property. He is responsible for ensuring full compliance with 
Statute and Canon Law. He must regularly visit each part of the diocese. Canon 473 §1 The 
Bishop must ensure that everything concerning the administration of the whole diocese 
is properly coordinated and is directed in the way that will best achieve the good of that 
portion of the people of God entrusted to his care. 

 
4.2 Trustees 

 
Our Trustees are responsible for ensuring that everything that is done in the name of 
Portsmouth Roman Catholic Diocesan Trustees Registered (PRCDTR) is in accordance with 
the wishes of the Bishop in delivering its charitable objectives with the diligence of a good 
housekeeper Canon 1284. The Trustees must also ensure that the Diocese complies with 
all legal and regulatory requirements. 
 

4.3 Deaneries and Pastoral Areas 
 

Under Canon 374 §1 every diocese or other particular church is to be divided into 
distinct parts or parishes, in order §2. to foster pastoral care through common action. 
In the Diocese of Portsmouth, the Parishes in Pastoral Areas and Deaneries work 

http://www.vatican.va/archive/ENG1104/_INDEX.HTM
http://www.vatican.va/archive/ENG1104/_INDEX.HTM
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together for the benefit of all Parishioners in a geographical area, following Vatican 
Instruction N200720a VII. c.  

4.4 Parish Priest 
 
Under Canon 519 the Parish Priest is the proper pastor of the parish entrusted to him, 
exercising the pastoral care of the community committed to him under the authority of 
the diocesan bishop in whose ministry of Christ he has been called to share, so that for 
that same community he carries out the functions of teaching, sanctifying, and 
governing…according to the norm of law. 
 
It is therefore the responsibility of the Parish Priest to ensure that the property within 
their care is compliant with the law, properly maintained and fully insured in order to 
minimise the risk of harm to all users of the Diocesan Estate. 
 
Parish Priests must ensure that a Parish Finance Committee is in place to monitor and 
advise on all Finance and Property matters. All consultation on Finance and Property 
matters must include the Finance Committee, therefore if a Finance Committee does not 
exist, the Parish Priest should inform a Vicar General, who may be able to provide support 
in setting one up.  
 
In order to assist the priest, the following roles should be covered (these roles may be 
shared or combined, voluntary or paid) but must cover the following areas:   
 
Parish Finance Chair  
Parish Administrator  
Health & Safety Representative 
Building Maintenance   
 

4.5 Parish Committees 
  

4.5.1 Parish Priests must ensure that a Parish Finance Committee is in place to monitor 
and advise on all Finance and Property matters. Under Canon 537 the Parish Finance 
Committee should consist of all parish clergy and at least three lay people appointed by 
the Parish Priest.   
4.5.2 Alongside the priest, the Parish Finance Committee’s responsibilities include 
protecting people or property and conserving all parish property, protecting boundaries, 
maintenance of buildings and development projects, preparing an inventory, and ensuring 
that rents are collected.  
4.5.3 On appointment to the Finance Committee all new members must be asked to read 
the Estates Policies and Operating Procedures and confirm that they understand their 
responsibilities. The Diocesan Estates Team is always available to provide advice and 
support.  
4.5.4 Parish Finance Committees must work in close collaboration with the Parish Pastoral 
Council and/or the Evangelisation Strategy Team where available. 
4.5.5 For major projects it is recommended that a dedicated sub-committee is formed.  It 
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is also responsible for ensuring, as far as possible, that the Parish has sufficient financial 
resources to perform its major functions both in the present and for the future. 
 

4.6 Curia 
 

         Under Canon 469 the Diocesan Curia (which includes the Diocesan Estates Team) role is 
to assist the Bishop in governing the entire diocese, especially in directing pastoral action, 
in providing for the administration of the diocese, and in exercising judicial power. In the 
Diocese of Portsmouth, the Curia also provides support to the Priests and their Parishes 
in complying with all areas covered by these operating procedures, and should be the first 
point of call to advise on any areas of concern. 

 
5. Compliance with Statutory Requirements 

 
The statutes associated with this policy are: 

                 
                5.1        Control of Asbestos at Work Regulations (2012) 
                5.2        Health and Safety at Work Act (1974) 
                5.3        Management of Health and Safety at Work Regulations (1999) 
                5.4        Fire Reform Act (2005) 
                5.5        The Construction (Design & Management) Regulations (2015) 
                5.6        Lifting Operations & Lifting Equipment Regulations (1998) 
                5.7        Provision & use of work equipment Regulations (1998) 
                5.8        Control of Substances Hazardous to Health COSHH (2002) 
                5.9        Electricity at work Regulations (1989) 

       The Gas Safety (Instillation & Use) Regulations 1998 
               5.10       The Control of Pollution (Oil Storage) (England) Regulations 2001 

   5.11       Work at Height Regulations 2005 
   5.12       Charities Act 2011 
 
6. Inspection schedule: 

 
6.1  At the beginning of each financial year, every parish must determine which inspections 

will fall due in the next 12 months.  
 
6.2  Budget costs for each inspection should be included in the parish financial return.  
 
6.3  Inspections must be booked and access arranged by a nominated parish representative 

so that reports are received by the due deadline.  
 
6.4  The parish priest must nominate a parish representative to fulfil this role or undertake 

this role themselves.  
 
6.5  If the parish priest has nominated a parish representative to fulfil this role, they must 

notify the Diocesan Estates Team who will be fulfilling this role and provide contact 
details.  

https://www.legislation.gov.uk/uksi/2012/632/contents/made
https://www.legislation.gov.uk/ukpga/1974/37#:%7E:text=Health%20and%20Safety%20at%20Work%20etc.%20Act%201974,and%20use%20of%20dangerous%20substances,%20and%20for
https://www.legislation.gov.uk/uksi/1999/3242/contents/made
https://www.legislation.gov.uk/uksi/2005/1541/contents/made
https://www.legislation.gov.uk/uksi/2005/1541/contents/made
https://www.legislation.gov.uk/uksi/1998/2307/contents/made
https://www.legislation.gov.uk/uksi/1998/2306/contents/made
https://www.legislation.gov.uk/uksi/2002/2677/contents/made
https://www.legislation.gov.uk/uksi/1989/635/contents/made
https://www.legislation.gov.uk/uksi/1998/2451/contents/made
https://www.legislation.gov.uk/uksi/2001/2954
https://www.legislation.gov.uk/uksi/2005/735/contents/made
https://www.legislation.gov.uk/ukpga/2011/25/contents


Diocese of Portsmouth Operating Procedures –  Estates 
 Bringing people closer to Jesus Christ through His Church 

Catholic Diocese of  Portsmouth 

 

10  

 
6.6  All inspection reports must be emailed on receipt to 

propertyinspections@portsmouthdiocese.org.uk.  
 
7. Overdue Inspections:         

  
7.1 Where statutory inspection reports are overdue, the Diocesan Estates team may be 

instructed by the Chief Operating Officer to procure inspections on behalf of the parish 
and charge a fee for this service. In addition, any parish may choose this service on a 
voluntary basis.           
   

8. Building & Site Inspections        
  
It is a requirement that the following building and site inspections are carried out: 

 
8.1 Quinquennial surveys, usually every 5 years – see procedures 

 
8.2 Where a parish has a bell tower, annual inspection – see procedures 

 
8.3 Gutters, annual inspection – see procedures 

 
8.4 Where trees (with trunk diameter over 150mm) on site, annual inspection – see 

procedures 
 

8.5  Steps and footpaths, quarterly inspection – see procedures 
 

8.6  Graveyards, annual inspection – see specific policy & procedures 
 

8.7  Fire safety inspections, annually – see specific policy & procedures 
 

8.8 In addition to electrical inspections, where hanging sanctuary lamps and hanging light 
fittings present, the security of the fittings must be inspected annually - see procedures 
 

8.9  Where asbestos present, annual inspection – see specific policy & procedures 
 

8.10 Where fall arrest systems present, - see specific procedures 
 
9. Mechanical & Electrical Inspections       

  
The following mechanical and electrical inspections should be carried out: 

 
9.1  Electrical fixed wiring, usually every 5 years – see procedures 

 
9.2  Emergency lighting, as risk assessment – see procedures 

 
9.3  Lightning conductors, where fitted every 11 months – see procedures 

mailto:propertyinspections@portsmouthdiocese.org.uk
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9.4  Portable appliance testing, as risk assessment – see procedures 

 
9.5  Portable fire extinguishers, annually – see procedures 

 
9.6  Where gas present, annually – see procedures 

 
9.7  Legionella inspections, if required following risk assessment – see procedures 

 
9.8  Where lifts present, as risk assessed – see procedures 

 
9.9  Where oil tanks are present – see procedures 

 
10 Insurance Requirements         

  
All terms and conditions of our insurance provider must be fully complied                            
with, including qualifications and levels of insurance. 
 

10.1 Working on utilities (gas/water/electric), working on roofs and hot work                                     
are  considered to be “Dangerous Works”.  

 
10.2 Working at height (other than on roofs) and the use of power tools are no longer                    

deemed to be dangerous work.      
 

10.3 Contractors carrying out dangerous work must carry a minimum of £5,000,000 Public 
Liability insurance.  

 
10.4 Volunteers must not undertake “Dangerous Works” as any damage caused will not be 

covered under the Catholic National Mutual Property Policy (CNM Ltd).  
 

10.5 Contracts carrying out all other work must carry a minimum of £2,000,000 Public                  
Liability insurance.  

 
10.6 Where volunteers are used for other work there is no requirement for them to                          

demonstrate that they hold public liability insurance as they will be covered under the             
diocesan policies. 

 
10.7  For further details please refer to the Catholic National Mutual Guidance Note 
 
11. Property Maintenance Log         

  
All properties should have a property maintenance log – see Template  
  

 11.1 The property maintenance log must record all works of maintenance, alteration,               
addition, removal or repair  
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11.2 The property log must be made available to the Diocesan Estates Team upon request.  
 
12. Parish Asset Management Plan        

  
Each parish should have a Parish Asset Management Plan – see template. The asset 
management plan should be produced from the results of the quinquennials and 
inspections. It should address work in the following order of priority. 

 
12.1 Compliance: Have the risks to a person and reputation been fully addressed 

 
12.2 Condition: is the building weathertight and warm 
 

 
12.3 For residential property: Is the building fit for habitation? 

 
12.4 For rental property: Does the building comply with requirements for letting 

 
12.5 Suitability: Is the property helping the parish fulfil its mission 

 
13.  Parish Property Return         

  
The Parish Finance Committee should complete an annual Parish property return – see 
template 

 
13.1 This will form part of their annual financial return and should be submitted in October of 

every year. 
 

13.2 For each property it should include utility costs, routine planned maintenance, reactive 
maintenance and major works identified in the Parish Asset Management Plan. 

 
13.3 It must also include summary reports for all projects separately approved by Trustees 

where the parish has been provided with a Project Number. 
 

13.4 It should also include a property valuation and assessment of insurance rebuild costs. If 
these are unavailable, please contact the Diocesan Estates Team who can arrange.  

 
14 Parish Inventory 

 
14.1 Parishes are required to keep an up-to-date Inventory (Vatican N200720a:67) 
 
14.2 This inventory should clearly indicate which items are the property of an individual priest 

and which items are the property of the parish. 
 
14.3 Guidance on preparing an inventory may be found here 
 
14.4 Parishes must check their insurance policy each renewal date and at a change of priest 
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to confirm that the contents cover is still appropriate. 
 

15  Heritage Buildings          
  
Where parishes contain listed or listable buildings, or are in a conservation area, the 
following additional requirements apply. 

 
15.1  All staff and volunteers are to be made aware that the property is listed or listable and 

that special rules apply to its care. It is a criminal offence to make unauthorised 
alterations to listed buildings with the sanction of possible imprisonment or significant 
fines. 

 
15.2  All cleaning must be carried out in accordance with Catholic Bishops Conference of 

England and Wales (CBCEW) recommendations. 
 

15.3  No adhesive tape is to be applied to any elements of the building. 
 

15.4  No alterations, removals or additions are to be made to the building or  its surroundings 
without consulting the Diocesan estates team.  

 
15.5 All works to listed or listable buildings must be carried out under the oversight of a  

Conservation Accredited Architect or Surveyor.  
 
15.6 All alterations, removals or additions to listed or listable churches including                                            

attached halls, will require a Faculty (consent) from the Historic Churches Committee,                            
which should be submitted via the Diocesan Estates Team.  

 
15.7 All alterations, removals or additions to locally or nationally listed presbyteries, halls and 

the exterior of all buildings may require separate planning consent from the relevant local 
authority. 

 
15.8 In an Emergency, an Emergency, an ‘Emergency Faculty’ may be obtained with the 

support of the Diocesan Estates Team within hours. In all other cases the full process 
may take months. Allow enough time for the process.  

 
15.9 VAT must be reclaimed via the Listed Places of Worship Grants Scheme LPWGS for all 

qualifying invoices related to the maintenance of listed churches.  
 

16 Unoccupied Buildings 
 

16.1 Parishes must inform our insurers via the Catholic Insurance Service website, when the 
parish expects a building to be unoccupied for 90 days.  
 

16.2 Parishes should consult the insurers at the earliest stage so that advice may be given on 
the cover options available to the parish.  
 

https://cbcew.org.uk/wp-content/uploads/sites/3/2018/11/guidance-conservation-churches.pdf
https://historicengland.org.uk/services-skills/training-skills/heritageskills-cpd/conservation-accreditation-for-professionals/#Section2Text
https://catholic-historic-churches.org.uk/
https://historicengland.org.uk/advice/planning/consents/lbc
http://www.lpwscheme.org.uk/4step_process.html
https://catholicinsuranceservice.co.uk/contact-us/
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16.3 Further information on the definition of an unoccupied building and details of exclusions 
may be found in the linked CNM Guidance Note.  

 
B1B: Procedures for the Day-to-Day Management of the Estate 

 
17 Procedures for the commissioning of Quinquennials    

  
17.1  It is a requirement that all parishes should arrange for survey reports upon their buildings 

to be undertaken on a five-yearly basis; these are known as "quinquennial reports".  
 
17.2 These reports will assist the parish priest in the exercise of his canonical obligation to 

perform his duties with the diligence of a good householder (see Canon 1284). 
 
17.3  The Parish must appoint a competent professional to carry out a Quinquennial Survey 

every 5 years. Example templates may be obtained from the Diocesan Estates Team.  
 
17.4 All QQs must be costed. If the appointed consultant does not provide those costings in 

house, they must work with a parish appointed Quantity Surveyor to provide a cost 
summary to feed into the Parish Asset Management Plan (PAMP). 

 
17.5 Due to the significant changes to the Diocesan Operating Procedures (DOPs), all Parishes 

should consult the Diocesan Estates Team before approaching their Quinquennial 
Surveyor for a fee quotation, to ensure that the person has the appropriate knowledge 
and experience relative to the type, size and age of the building.  

 
17.6  While three fee quotations should be obtained, it is anticipated that the parish will wish 

to maintain an ongoing relationship with their QQ surveyor, and there is no obligation to 
accept the lowest quote.  

 
17.7 Where a Parish occupies a building of listed or listable quality, the competent professional 

must hold Conservation Accreditation.  
 
17.8 A list of approved individuals can be found in Appendix. Where the Parish wishes to 

appoint a consultant, who is not already on this list, the person must apply to the Diocesan 
Estates Team to be included.  

 
17.9 On completion, the report must be uploaded to PROPSYS and the Parish Asset 

Management Plan (PAMP) reviewed in the light of the findings. 
 

17.10There is an expectation that all issues related to the structural stability of the building or 
its weathertightness costing over £2000, will be discussed with the Diocesan Estates team 
regarding next steps.  

 
18  Procedures for parishes with belltowers       

  
18.1  Belltowers are not considered to be within the standard expertise of architects and 
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surveyors and are frequently excluded from quinquennial surveys. 
 

18.2  Where belltowers contain bells that are in regular use a tower captain, or other person, 
who has sufficient skills and knowledge to ensure that the bells and tower structure is 
maintained appropriately must be appointed.  

 
18.3 Regular visual inspection of the belltower and regular removal of any debris that may be 

carried into it is vital for the safe and long-lasting operation of the installation. 
 

18.4 It is good practice to only visit the tower when there is someone else present in the church 
and always to notify someone that the bells are being inspected and when the inspection 
should be completed. 
 

18.5 If necessary, training in belltower maintenance is available from the Towers and Belfries 
Committee of the Central Council of Church Bell Ringers  
 

18.6 The bell trade occasionally runs training events on maintenance and will normally be 
pleased to offer advice in this area.  
 

18.7 It is appropriate to consider putting a contract in place for maintenance, especially if no 
one is available locally with the necessary skills and experience.  

 
19  Procedures for gutter inspections       

   
19.1  It is a requirement of our insurance that all gutters are cleared at least annually, and a 

record of their maintenance should be retained and made available to Insurers if 
requested in the event of a claim.  
 

19.2  The simplest solution is to ask contractors to take photographs of the gutters and any 
associated flat roof once cleared and retain until the following years inspection. This will 
also satisfy the insurers requirements for flat roofs to be inspected at 3 yearly intervals. 
 

19.3  Such inspections should be carried out by individuals with the relevant knowledge and 
experience. Contractors accessing roofing gutters are considered to be undertaking 
dangerous works and £5,000,000 public liability insurance is required.  
 

19.4 Contractors for this work may be found via Maintenance Booker, and this site also provides 
microgrants for this work. 
 

19.5 Volunteers may not clear gutters from ladders or towers unless written consent from our 
insurers is obtained.  
 

19.6  Some parishes with no high-level gutters may have access to gutter clearance equipment 
which may be used from ground level, in these circumstances, photographic evidence of 
cleaning should be obtained by drone.   

 

http://www.cccbr.org.uk/
https://www.maintenancebooker.org.uk/how-it-works
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20  Procedures for Tree inspections        
  

20.1  It is the responsibility of all parishes to be aware of which trees on their site are subject 
to a Tree Preservation Order (TPO). Any maintenance works to trees with TPOs will require 
planning consent, this process will take up to two months.  
 

20.2  This information may be found by looking up your site on your local planning portal.  
 

20.3  All parishes with trees with a diameter of over 150mm had Full Tree Surveys completed 
in 2005. Copies of these surveys may be obtained from the Diocesan Estates Team.  

 
 

20.4 Where trees over 150mm in diameter exist, a tree inspection survey must be carried out 
annually and a record retained.  
 

20.5 All remedial actions identified in the tree report must be implemented. Any works at 
height are considered to be dangerous works, volunteers may not be used and contractors 
must hold £5,000,000 public liability insurance.  
 

20.6 If an immediate threat to the safety of life or property is identified, or if trees have blocked 
access to the Premises of either the Insured or neighbouring third parties, costs of 
remedial works may be reclaimed from insurers, please take photographs and contact our 
insurers before any work is undertaken.  

 
21  Procedures for inspection of steps and footpaths     

   
21.1  Steps and footpaths must be inspected quarterly in accordance with the Parish Risk 

Assessments. In addition, an inspection should be undertaken following any reported slip, 
trip or fall.  
 

21.2 Photographs should be taken during each inspection and records kept within the Parish 
for 5 years. 
 

21.3  Where significant hazards are identified, the footpath should be taken out of use until 
the risks of use can be managed or remedial works undertaken.  
 

21.4 If the building is listed or listable, please contact the Diocesan Estates Team to discuss 
next steps before undertaking any work.  

 
22  Procedures for inspection of graveyards       

   
22.1  All parishes with graveyards must carry out a specific risk assessment. 

 
22.2  If the Parish risk assessment indicates that the Graveyard requires inspection more 

frequently than the 5 yearly QQ survey, these additional reports should be emailed to the 
Diocesan estates Team or uploaded to PROPSYS.   

https://catholicinsuranceservice.co.uk/claims/
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22.3  Practical advice for dealing with unstable memorials can be found in the following 

Guidance.  
 

23 Procedures for Fire safety inspections       
   

23.1  Most fires are preventable. Those responsible for workplaces and other buildings to which 
the public have access can avoid them by taking responsibility for and adopting the right 
behaviours and procedures. 

 
23.2  All parishes must carry out a fire safety risk assessment and keep it up to date. This shares 

the same approach as health and safety risk assessments and can be carried out either as 
part of an overall risk assessment or as a separate exercise. 

 
23.3  Based on the findings of the assessment, the parish priest must ensure that adequate and 

appropriate fire safety measures are in place to minimise the risk of injury or loss of life in 
the event of a fire.  

 
23.4 If there are any queries, advice may be obtained from the Diocesan Health & Safety 

Officer. If the Diocesan Health & Safety Officer has capacity, he may be able to assist with 
carrying out the Fire Risk Assessment.  

 
23.5 Once you have identified the risks, the parish priest must ensure that                                   

appropriate action is taken to control them. Consider whether risks can be avoided                                  
altogether or, if this is not possible, how the risks can be reduced and managed.  

 
23.6 The Fire Risk Assessment must be reviewed annually or following significant changes                             

in the use or layout.   
 
24 Procedures for Fire Extinguisher testing       

  
24.1 Visual inspections should be conducted on a monthly basis and a record kept in the fire 

log. In addition to checking that your fire extinguishers are located where they should be 
and easily accessible, inspections should verify that: 
 
24.1.1 The cylinders are full (by lifting or weighing them if possible) 
24.1.2 The safety seals are not broken or missing 
24.1.3 There is no evidence of physical damage, corrosion, leakage or that the nozzle is 

clogged 
24.1.4 The pressure gauge readings are in the proper range or position 
24.1.5 The operating instructions are legible and facing outward 

 
24.2 During the annual maintenance inspection, a qualified technician will also visually inspect 

the fire extinguisher, but they’ll also remove the tamper seal and operate the pull pin or 
locking device. After testing the pull pin, a new tamper seal is installed.  
          

https://www.gov.uk/government/publications/burial-grounds-guidance-on-managing-unstable-gravestones
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25 Procedures for Fire Alarm Testing       
   

25.1  Where fixed or wireless fire alarms are installed, engineers should be instructed to carry 
out annual maintenance. 

 
25.2  A weekly test should be carried out, rotating around different call points, and a record 

kept in the fire log.  
 

26 Procedures for parishes with asbestos       
   

26.1  It is a legal requirement for all commercial property owners to hold on file a report 
recording the asbestos content contained within their buildings. 

 
26.2  Every parish has an asbestos management plan and each parish priest is required to gain 

a full understanding and knowledge of their asbestos management plan and implement 
its procedures whenever necessary.   

 
26.3  The Asbestos Management plan must be shown to all contractors and volunteers before 

the building structure is disturbed in any way. If the asbestos management plan cannot 
be located, please contact the Diocesan Estates Team. 

 
26.4 Where asbestos is present it is a requirement that an annual inspection is undertaken, to 

ensure that no asbestos has been damaged. This survey can be carried out by any 
competent person.  

 
26.5 Photographs should be taken during the inspection and retained for 5 years within the 

parish.  
 
26.6 The parish is requested to contact the Diocesan Estates Team should any queries arise. 

 
27 Procedures for parishes with fall arrest systems 

 
27.1 Often used as a personal measure of protection whilst Working at Height, when connected 

to the appropriate Personal Protective Equipment (PPE), Safety Line, Cable or Track 
systems used for Work at Height require compliance testing at least once every 12 months.  

 
27.2 It’s important that the person carrying out inspections is competent, independent and 

impartial enough make objective decisions. They must have the appropriate authority to 
discard defective and damaged equipment. The inspector doesn’t have to be from an 
external company, although many suppliers do offer inspection services. 

 
28 Procedures for Fixed Electrical Inspections      

   
28.1  It is a requirement of our insurance policy electrical that the Insured obtains a current and 

valid electrical inspection document renewed at intervals no longer than every five years. 
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28.2  The work must be carried out by a qualified electrical engineer who is an NICEIC 
“Approved Contractor”, “Full Scope” member of the NAPIT, a registered member of ECA 
or a member of SELECT. Local contractors may be found via these links.  
 

28.3  The parish is advised to obtain 3 quotations for the work, and to start the process of 
obtaining quotations no less than three months prior to the termination of the existing 
certificate.  
 

28.4 The parish is requested to ask the contractor to send a copy of the certificate directly to 
the Diocesan Estates Team.  
 

28.5 Required urgent remedial works under £2000 should be completed immediately.  
 

28.6 Where remedial works exceed £2000, please consult the Diocesan Estates Team.  
 

28.7 Fixed electrical inspections are considered by our insurers to be ‘dangerous works’.  
 

28.8 All “Dangerous Works” should be carried out by professional tradesmen with the relevant 
qualifications and experience to undertake that work as well as possessing the required 
£5 million of Public Liability insurance. 

 
29 Procedures for Emergency Lighting inspections     

   
29.1  Every parish is responsible for ensuring that adequate illumination is provided to enable 

occupants to escape safely from the building and it is available when needed.  
 
29.2 The adequacy of the emergency lighting should be checked during your Fire Risk 

Assessment, and monthly checking is required to ensure that they will work in an 
emergency.  

 
29.3 An external contractor is not required for the monthly checks, however written or 

electronic records must be kept of these checks as they will be required to be produced 
in the event of a fire. 

 
29.4 Every twelve months every emergency light must be tested to the full duration of the 

battery rating, usually 3 hours. If this is carried out by an electrician, you will receive a 
certificate. 
 

30 Procedures for Portable Appliance testing      
   

30.1 It's a myth that all portable electrical appliances in a low-risk environment need to have a 
portable appliance test (PAT) every year. The law simply requires employers to ensure 
electrical equipment is maintained in order to prevent danger – it doesn't state what needs 
to be done or how often. 
 

30.2  The Health & Safety Executive provide a helpful leaflet to explain the simple and sensible 

https://www.niceic.com/householder/find-a-contractor#:%7E:text=NICEIC%20Approved%20Contractors%20are%20assessed%20to%20the%20highest,are%20assessed%20as%20competent%20in%20their%20particular%20field.
https://www.napit.org.uk/home-owner/finding-the-right-member.aspx
https://www.eca.co.uk/
https://www.select.org.uk/
https://www.hse.gov.uk/pubns/indg236.pdf
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precautions that need to be taken to prevent danger from portable or movable electrical 
equipment in low-risk environments, such as offices, churches or residential properties.  
 

30.3  In some cases, a simple user check and visual inspection is enough, e.g. checking for loose 
cables or signs of fire damage and, if possible, checking inside the plug for internal 
damage, bare wires and the correct fuse. 
 

30.4 Other equipment, e.g. extension cables, a floor cleaner or kettle, may need a portable 
appliance test, but not necessarily every year. 

 
31 Procedures for Lightning Conductor Inspections     

   
31.1 The Diocese requires that a risk assessment is made as to whether lightning protection is 

required. If the risk assessment recommends removal of existing protection, the Diocesan 
Estates team must be contacted for approval before the work is commissioned.  

 
31.2  It is not a legal requirement to install lightening protection however if it is installed it is 

a mandatory requirement of BSEN 62305 that it is tested, usually at an 11 monthly interval 
and a certificate issued by a competent person.  

 
31.3  It is recommended to employ a specialist lightning conductor test firm, although in some 

cases electrical contractors with £5,000,000 insurance may hold the in-house expertise 
and will be able to provide a quote.  
 

32 Procedures for parishes where gas present      
   

32.1   If your parish property contains gas appliances, you have three main responsibilities: 
 
32.2   Maintenance: gas pipework, appliances and chimney/flues need to be maintained in a 

safe condition.  
 
32.3  Gas appliances should be serviced in accordance with the frequency given in the 

manufacturer’s instructions. If these are not available, annual servicing is required.  
 

32.4 Gas safety checks: gas appliances and flues must be safety checked annually by a Gas Safe 
commercial premises registered engineer who holds £5,000,000 public liability insurance 
in accordance with our insurance requirements. It is recommended that this is carried out 
1-2 months prior to the anniversary date to allow for required repairs to be made, the 
certificate will then run for 12 months from the anniversary date.   
 

32.5 A record of the annual gas safety check must be uploaded to PROPSYS and be provided 
to any occupants within 28 days of completion, or to new tenants upon the start of their 
tenancy, together with the location of their gas isolation valve and what to do in the event 
of a gas emergency.  
 

32.6 The requirements for LPG appliances are the same as for natural gas. The parish must 

https://www.gassaferegister.co.uk/find-an-engineer/
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arrange for maintenance by a Gas Safe registered engineer for all LPG appliances on their 
premises and have a Gas Safe registered engineer carry out a safety check at least once 
every 12 months. 
 

32.7 Where property leased, gas appliances owned by tenants are not the parish’s 
responsibility, however the connecting pipework and flue remains the responsibility of the 
parish to maintain. 

 
33 Procedures for Legionella inspection       

   
33.1 Legionellosis is a collective term for diseases caused by legionella bacteria, including the 

most serious, Legionnaires’ disease.  If you control non-domestic premises (i.e., a church 
or church hall), you will have to manage any risk presented by legionella bacteria. 
 

33.2  The risk of legionella bacteria in church buildings is usually very low but there are some 
instances that can cause the risk to increase. 
 

33.3  Many churches and most single household residential properties will have a simple, 
domestic-type, hot and cold-water system.  These can vary in size, scale and complexity.  
In many cases, the risk will be low, particularly where: 

 
• daily water usage is inevitable and sufficient to turn over the entire system 
• cold water is directly from a wholesome mains supply (no stored water tanks) 
• hot water is fed from instantaneous heaters or low volume water heaters   

(supplying outlets at 50 °C 
• the only outlets are toilets and wash hand basins (i.e. no showers). 

 
33.4 If this is the case, no further action is required. 

 
33.5 Other systems may present a risk of exposure e.g. air conditioning, humidifiers, indoor 

ornamental fountains, full immersion baptism arrangements etc.  
 

33.6 Additional guidance provided by the Health & Safety Executive may be of use in managing 
any additional risks.  
 

33.7 If you have more complex systems, you may need to formally assess any risk of exposure 
from water systems on the premises and identify any precautions that might be required. 
Please contact the Diocesan Estates Team who will confirm whether a formal Legionella 
Risk assessment is required.  
 

34 Procedures for lift inspections        
   

34.1 If you have a lift (including chairlifts) within your premises the Parish Priest is legally 
responsible for ensuring that the lift is safe to use and that it is thoroughly examined.  

 

http://www.hse.gov.uk/legionnaires/risk-systems.htm
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34.2 These responsibilities include selecting and instructing a competent person to examine 
the lift at 6 monthly intervals or where appropriate, in accordance with the ‘written 
examination scheme’.  

 
34.3 The Priest is also responsible for keeping the competent person informed of any changes 

in the lift operating and acting promptly to remedy any defects so that it is safe to use.   
 

34.4 Examination reports must be uploaded to PROPSYS promptly. If you are notified of a 
serious and significant defect, the lift should be taken out of service until the fault has 
been addressed.  

 
34.5 The competent person may also notify you of defects which need to be made good within 

a certain timescale. In this case, you should take steps to have the defective equipment 
repaired or replaced within the specified time, and not use the lift after that time unless 
the defect has been satisfactorily remedied. 
 

35 Procedures for oil tank inspections      
                                                                       

35.1  Inspect tanks, pipes and other equipment for leaks, damage and interference once a 
week. Any problems should be fixed as soon as possible by an Oil Firing Technical 
Association (OFTEC) technician. For more information visit http://www.oftec.org.uk/ 

 
35.2  Arrange for the boiler and tank to be serviced at least once a year by an (OFTEC) 

technician. This should include any underground pipe work. 
 
35.3   Monitor how much oil you use. If the volume of oil being used suddenly increases, there 

could be a leak. 
 

35.4 Supervise oil deliveries. Never allow your tank to be overfilled and do not order more oil 
than you can safely store. 
 

35.5 Always notify insurers immediately in the event of a spill or suspected spill. 
 

35.6 If a tank starts leaking. Try to stop the oil soaking into the ground or going down drains. 
Contact your insurance company to arrange for an OFTEC technician or UKSpill-accredited 
clean-up company. Further information here 
 

35.7 Secondary containment (such as a bund) will prevent oil from escaping into the 
environment if a leak occurs. This is a legal requirement for domestic tanks which store 
more than 3,500 litres. 

 
B1C: Guidelines 

 
Health & Safety Checklists for Parish Halls  
Guidelines and templates for a Quinquennial 
Guidelines and templates for creating a Property Maintenance Log  

http://www.oftec.org.uk/
http://www.ukspill.org/
https://www.hse.gov.uk/voluntary/assets/docs/village-hall.pdf


Diocese of Portsmouth Operating Procedures –  Estates 
 Bringing people closer to Jesus Christ through His Church 

Catholic Diocese of  Portsmouth 

 

23  

Guidelines and templates for a Parish Asset Management Plan 
Guidelines and templates for the Parish Property return  
Guidelines for making a Church Inventory 
Recommendations for cleaning listed buildings 
Guidance on reclaiming VAT - works on Listed Churches 

 
 
 
 

Operative date April 2021 

Owner Director of Estates 

Review date March 2024 

For action by All priests, employees and volunteers 

 
 
 
Policy statement 

These policies cover 
• Building and Site Inspections 
• Mechanical Inspections 
• Electrical Inspections 
• Fire Safety 
• Asbestos 
• Property Maintenance log  

 
Responsibility for 
dissemination to new 
employees 

 
Line Managers 

Mechanisms for 
dissemination 

This policy will be promoted via the Diocese of 
Portsmouth’s internal newsletter and intranet and 
published on the Diocese of Portsmouth website. 

 
Training implications 

 
All parish priests, employees and volunteers at induction.  
 

Resource implications There are no resource implications arising from this policy. 

https://cbcew.org.uk/wp-content/uploads/sites/3/2018/11/inventory-guidelines.pdf
https://cbcew.org.uk/wp-content/uploads/sites/3/2018/11/guidance-conservation-churches.pdf
http://www.lpwscheme.org.uk/4step_process.html
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	19.4 Contractors for this work may be found via Maintenance Booker, and this site also provides microgrants for this work.
	19.5 Volunteers may not clear gutters from ladders or towers unless written consent from our insurers is obtained.
	19.6  Some parishes with no high-level gutters may have access to gutter clearance equipment which may be used from ground level, in these circumstances, photographic evidence of cleaning should be obtained by drone.
	20  Procedures for Tree inspections
	20.1  It is the responsibility of all parishes to be aware of which trees on their site are subject to a Tree Preservation Order (TPO). Any maintenance works to trees with TPOs will require planning consent, this process will take up to two months.
	20.2  This information may be found by looking up your site on your local planning portal.
	20.3  All parishes with trees with a diameter of over 150mm had Full Tree Surveys completed in 2005. Copies of these surveys may be obtained from the Diocesan Estates Team.
	20.4 Where trees over 150mm in diameter exist, a tree inspection survey must be carried out annually and a record retained.
	20.5 All remedial actions identified in the tree report must be implemented. Any works at height are considered to be dangerous works, volunteers may not be used and contractors must hold £5,000,000 public liability insurance.
	20.6 If an immediate threat to the safety of life or property is identified, or if trees have blocked access to the Premises of either the Insured or neighbouring third parties, costs of remedial works may be reclaimed from insurers, please take photo...
	21  Procedures for inspection of steps and footpaths
	21.1  Steps and footpaths must be inspected quarterly in accordance with the Parish Risk Assessments. In addition, an inspection should be undertaken following any reported slip, trip or fall.
	21.2 Photographs should be taken during each inspection and records kept within the Parish for 5 years.
	21.3  Where significant hazards are identified, the footpath should be taken out of use until the risks of use can be managed or remedial works undertaken.
	21.4 If the building is listed or listable, please contact the Diocesan Estates Team to discuss next steps before undertaking any work.
	22  Procedures for inspection of graveyards
	22.1  All parishes with graveyards must carry out a specific risk assessment.
	22.2  If the Parish risk assessment indicates that the Graveyard requires inspection more frequently than the 5 yearly QQ survey, these additional reports should be emailed to the Diocesan estates Team or uploaded to PROPSYS.
	22.3  Practical advice for dealing with unstable memorials can be found in the following Guidance.
	23 Procedures for Fire safety inspections
	23.1  Most fires are preventable. Those responsible for workplaces and other buildings to which the public have access can avoid them by taking responsibility for and adopting the right behaviours and procedures.
	23.2  All parishes must carry out a fire safety risk assessment and keep it up to date. This shares the same approach as health and safety risk assessments and can be carried out either as part of an overall risk assessment or as a separate exercise.
	23.3  Based on the findings of the assessment, the parish priest must ensure that adequate and appropriate fire safety measures are in place to minimise the risk of injury or loss of life in the event of a fire.
	23.4 If there are any queries, advice may be obtained from the Diocesan Health & Safety Officer. If the Diocesan Health & Safety Officer has capacity, he may be able to assist with carrying out the Fire Risk Assessment.
	23.5 Once you have identified the risks, the parish priest must ensure that                                   appropriate action is taken to control them. Consider whether risks can be avoided                                  altogether or, if this is...
	23.6 The Fire Risk Assessment must be reviewed annually or following significant changes                             in the use or layout.
	24 Procedures for Fire Extinguisher testing
	24.1 Visual inspections should be conducted on a monthly basis and a record kept in the fire log. In addition to checking that your fire extinguishers are located where they should be and easily accessible, inspections should verify that:
	24.1.1 The cylinders are full (by lifting or weighing them if possible)
	24.1.2 The safety seals are not broken or missing
	24.1.3 There is no evidence of physical damage, corrosion, leakage or that the nozzle is clogged
	24.1.4 The pressure gauge readings are in the proper range or position
	24.1.5 The operating instructions are legible and facing outward
	24.2 During the annual maintenance inspection, a qualified technician will also visually inspect the fire extinguisher, but they’ll also remove the tamper seal and operate the pull pin or locking device. After testing the pull pin, a new tamper seal i...
	25 Procedures for Fire Alarm Testing
	25.1  Where fixed or wireless fire alarms are installed, engineers should be instructed to carry out annual maintenance.
	25.2  A weekly test should be carried out, rotating around different call points, and a record kept in the fire log.
	26 Procedures for parishes with asbestos
	26.1  It is a legal requirement for all commercial property owners to hold on file a report recording the asbestos content contained within their buildings.
	26.2  Every parish has an asbestos management plan and each parish priest is required to gain a full understanding and knowledge of their asbestos management plan and implement its procedures whenever necessary.
	26.3  The Asbestos Management plan must be shown to all contractors and volunteers before the building structure is disturbed in any way. If the asbestos management plan cannot be located, please contact the Diocesan Estates Team.
	26.4 Where asbestos is present it is a requirement that an annual inspection is undertaken, to ensure that no asbestos has been damaged. This survey can be carried out by any competent person.
	26.5 Photographs should be taken during the inspection and retained for 5 years within the parish.
	26.6 The parish is requested to contact the Diocesan Estates Team should any queries arise.
	27 Procedures for parishes with fall arrest systems
	27.1 Often used as a personal measure of protection whilst Working at Height, when connected to the appropriate Personal Protective Equipment (PPE), Safety Line, Cable or Track systems used for Work at Height require compliance testing at least once e...
	27.2 It’s important that the person carrying out inspections is competent, independent and impartial enough make objective decisions. They must have the appropriate authority to discard defective and damaged equipment. The inspector doesn’t have to be...
	28 Procedures for Fixed Electrical Inspections
	28.1  It is a requirement of our insurance policy electrical that the Insured obtains a current and valid electrical inspection document renewed at intervals no longer than every five years.
	28.2  The work must be carried out by a qualified electrical engineer who is an NICEIC “Approved Contractor”, “Full Scope” member of the NAPIT, a registered member of ECA or a member of SELECT. Local contractors may be found via these links.
	28.3  The parish is advised to obtain 3 quotations for the work, and to start the process of obtaining quotations no less than three months prior to the termination of the existing certificate.
	28.4 The parish is requested to ask the contractor to send a copy of the certificate directly to the Diocesan Estates Team.
	28.5 Required urgent remedial works under £2000 should be completed immediately.
	28.6 Where remedial works exceed £2000, please consult the Diocesan Estates Team.
	28.7 Fixed electrical inspections are considered by our insurers to be ‘dangerous works’.
	28.8 All “Dangerous Works” should be carried out by professional tradesmen with the relevant qualifications and experience to undertake that work as well as possessing the required £5 million of Public Liability insurance.
	29 Procedures for Emergency Lighting inspections
	29.1  Every parish is responsible for ensuring that adequate illumination is provided to enable occupants to escape safely from the building and it is available when needed.
	29.2 The adequacy of the emergency lighting should be checked during your Fire Risk Assessment, and monthly checking is required to ensure that they will work in an emergency.
	29.3 An external contractor is not required for the monthly checks, however written or electronic records must be kept of these checks as they will be required to be produced in the event of a fire.
	29.4 Every twelve months every emergency light must be tested to the full duration of the battery rating, usually 3 hours. If this is carried out by an electrician, you will receive a certificate.
	30 Procedures for Portable Appliance testing
	30.1 It's a myth that all portable electrical appliances in a low-risk environment need to have a portable appliance test (PAT) every year. The law simply requires employers to ensure electrical equipment is maintained in order to prevent danger – it ...
	30.2  The Health & Safety Executive provide a helpful leaflet to explain the simple and sensible precautions that need to be taken to prevent danger from portable or movable electrical equipment in low-risk environments, such as offices, churches or r...
	30.3  In some cases, a simple user check and visual inspection is enough, e.g. checking for loose cables or signs of fire damage and, if possible, checking inside the plug for internal damage, bare wires and the correct fuse.
	30.4 Other equipment, e.g. extension cables, a floor cleaner or kettle, may need a portable appliance test, but not necessarily every year.
	31 Procedures for Lightning Conductor Inspections
	31.1 The Diocese requires that a risk assessment is made as to whether lightning protection is required. If the risk assessment recommends removal of existing protection, the Diocesan Estates team must be contacted for approval before the work is comm...
	31.2  It is not a legal requirement to install lightening protection however if it is installed it is a mandatory requirement of BSEN 62305 that it is tested, usually at an 11 monthly interval and a certificate issued by a competent person.
	31.3  It is recommended to employ a specialist lightning conductor test firm, although in some cases electrical contractors with £5,000,000 insurance may hold the in-house expertise and will be able to provide a quote.
	32 Procedures for parishes where gas present
	32.1   If your parish property contains gas appliances, you have three main responsibilities:
	32.2   Maintenance: gas pipework, appliances and chimney/flues need to be maintained in a safe condition.
	32.3  Gas appliances should be serviced in accordance with the frequency given in the manufacturer’s instructions. If these are not available, annual servicing is required.
	32.4 Gas safety checks: gas appliances and flues must be safety checked annually by a Gas Safe commercial premises registered engineer who holds £5,000,000 public liability insurance in accordance with our insurance requirements. It is recommended tha...
	32.5 A record of the annual gas safety check must be uploaded to PROPSYS and be provided to any occupants within 28 days of completion, or to new tenants upon the start of their tenancy, together with the location of their gas isolation valve and what...
	32.6 The requirements for LPG appliances are the same as for natural gas. The parish must arrange for maintenance by a Gas Safe registered engineer for all LPG appliances on their premises and have a Gas Safe registered engineer carry out a safety che...
	32.7 Where property leased, gas appliances owned by tenants are not the parish’s responsibility, however the connecting pipework and flue remains the responsibility of the parish to maintain.
	33 Procedures for Legionella inspection
	33.1 Legionellosis is a collective term for diseases caused by legionella bacteria, including the most serious, Legionnaires’ disease.  If you control non-domestic premises (i.e., a church or church hall), you will have to manage any risk presented by...
	33.2  The risk of legionella bacteria in church buildings is usually very low but there are some instances that can cause the risk to increase.
	33.3  Many churches and most single household residential properties will have a simple, domestic-type, hot and cold-water system.  These can vary in size, scale and complexity.  In many cases, the risk will be low, particularly where:
	 daily water usage is inevitable and sufficient to turn over the entire system
	 cold water is directly from a wholesome mains supply (no stored water tanks)
	 hot water is fed from instantaneous heaters or low volume water heaters   (supplying outlets at 50  C
	 the only outlets are toilets and wash hand basins (i.e. no showers).
	33.4 If this is the case, no further action is required.
	33.5 Other systems may present a risk of exposure e.g. air conditioning, humidifiers, indoor ornamental fountains, full immersion baptism arrangements etc.
	33.6 Additional guidance provided by the Health & Safety Executive may be of use in managing any additional risks.
	33.7 If you have more complex systems, you may need to formally assess any risk of exposure from water systems on the premises and identify any precautions that might be required. Please contact the Diocesan Estates Team who will confirm whether a for...
	34 Procedures for lift inspections
	34.1 If you have a lift (including chairlifts) within your premises the Parish Priest is legally responsible for ensuring that the lift is safe to use and that it is thoroughly examined.
	34.2 These responsibilities include selecting and instructing a competent person to examine the lift at 6 monthly intervals or where appropriate, in accordance with the ‘written examination scheme’.
	34.3 The Priest is also responsible for keeping the competent person informed of any changes in the lift operating and acting promptly to remedy any defects so that it is safe to use.
	34.4 Examination reports must be uploaded to PROPSYS promptly. If you are notified of a serious and significant defect, the lift should be taken out of service until the fault has been addressed.
	34.5 The competent person may also notify you of defects which need to be made good within a certain timescale. In this case, you should take steps to have the defective equipment repaired or replaced within the specified time, and not use the lift af...
	35 Procedures for oil tank inspections
	35.1  Inspect tanks, pipes and other equipment for leaks, damage and interference once a week. Any problems should be fixed as soon as possible by an Oil Firing Technical Association (OFTEC) technician. For more information visit http://www.oftec.org.uk/
	35.2  Arrange for the boiler and tank to be serviced at least once a year by an (OFTEC) technician. This should include any underground pipe work.
	35.3   Monitor how much oil you use. If the volume of oil being used suddenly increases, there could be a leak.
	35.4 Supervise oil deliveries. Never allow your tank to be overfilled and do not order more oil than you can safely store.
	35.5 Always notify insurers immediately in the event of a spill or suspected spill.
	35.6 If a tank starts leaking. Try to stop the oil soaking into the ground or going down drains. Contact your insurance company to arrange for an OFTEC technician or UKSpill-accredited clean-up company. Further information here
	35.7 Secondary containment (such as a bund) will prevent oil from escaping into the environment if a leak occurs. This is a legal requirement for domestic tanks which store more than 3,500 litres.
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