
Health and Safety Volunteer Induction 
 
Introduction 
 
On behalf of our senior pastors, thank you for your service and commitment to volunteering at CRC in an effective 
and efficient manner 
 
CRC is a growing dynamic vibrant church that will always be looking forward and developing. Taking steps where we 
have never been before and eventually where nobody else has been before.  
Because of this, we need to put protection in place for staff and volunteers alike.  
 
As a church we face a greater challenge than most places in the world. We are a spirit lead church and therefore not 
only meeting the requirements of law, but also the standards of the kingdom. 
 
We are here to look out, care for and meet the needs of our members and visitors that come to our church services 
and events. Therefore we have to be proactive in our thinking and methodology to prevent any incident, accident or 
occurrence from taking place that can cause harm to a visitor, member, staff or pastor and damage to a venue, 
equipment or transport. 
 

This Induction 
This induction is to allow all of us to come to a common start point with regards to the general operation of how we 
do our setup and breakdown at different locations and events. 
 
We want you to know 

- Things to look out for 
- Things to be aware of 
- What is expected from you 
- What you should receive from us 

 
 

Things to look out for 
 

 Each location has its own unique hazards and risks.  

 Hazards are things that cause you harm and risk is the chance of those hazards occurring. If you think 
something is a hazard, please let your Department/Venue Head or an H&S officer know. 

 We do various activities when setting up our equipment and serving our members and visitors and this could 
cause congestion in certain areas, so look out for each other. 

 Some of these activities require further training and certification.  For example setting up Scaffolding, you 
will need a PASMA ticket to sign off a scaffold. Depending on your department, please check that you have 
the correct ticket and the correct PPE to carry out the task you have been assigned. 

 If you see it, do something about it…  

 Apathy or familiarity is everyone’s greatest challenge.  We do the same thing every week and after months, 
we don’t take it as serious as we did in the beginning or we miss something we usually check. Then when 
something does happen, a worse possible scenario occurs than it should have. For example, making sure the 
Genie level bubble is in the middle. Something small but is important. 

 

 We have other tasks like laying out cables, coffee urns, etc. Please make sure that none of these items are in 
the way of traffic so that we don’t cause tripping hazards or an opportunity for any items to be knocked over 
accidentally. 

 We must also keep pathways and especially fire exit doors clear at all times.  
 
 

Important Mentions 
 



We can not use fire extinguishers as a door stop. Fire doors are to be kept closed at all times as they part of the fire 
safety structure of a venue. Fire doors are designed to withstand fire for about an hour to allow people to evacuate 
safely. 
 

- Fire & evacuation  

 

 
Fire needs 3 things to start: Fuel, Oxygen and Ignition. 

Fuel can be any combustible material such as wood, fine 
powder, flammable gas/liquids 

Oxygen is another source of fuel to the fire. Without it 
the fire suffocates and eventually extinguishes 

Ignition is what starts the fire. This can be another fire 
source, excessive heat, electricity. 

 

 
Please be on the lookout for anything that might start a fire by checking plugs, litter is cleared away, etc 
 
Fire extinguishers ARE NOT door stops! It is illegal to use them as such. 

 
Keep ALL fire doors shut at ALL times. When you see a fire, raise the alarm either via a call point or contacting 
the Venue staff and vacate the premises (if necessary, call 999). Make sure you know your evacuation routes, You 
should be briefed on where to go, how to get there and what is the indication of a fire before you start with the 

event.  
Do not use the lift. Remain calm. Do not panic and usher the other members and visitors towards the 
emergency escape route. Do not re-enter the building unless told it is safe to do so by 
 

- First Aid 
 

Each event at our various locations throughout the week will have a certain number of first aiders on duty depending 
on the size of the event and time frame. 
Our first aid kit should always be at the information desk unless it is specified in the morning briefings you will 
receive, these changes could be based on ease of access and where majority of volunteers are based. 
Each location has a specific mobile number associated to it which the on duty first aider will have with them. If a 
situation arises, please make your way to the First Aid point, if you can, and/or call the number specific to your 
location 

 Sevenoaks = 073 9636 9540 
 West = 073 9636 9539 
 East = 073 9636 9541 

We are always looking for first aiders to be available at our various locations and events. This request does not 
remove you from your current responsibilities but we ask that you are available if something does arise. At the end 
of the test after this induction, please tick the box that you are a qualified first aider.  
 

- Drugs and Alcohol 
Speaking of First Aid, This is a public site and we represent the CRC brand, there is a zero % tolerance on volunteers 
that arrive at any of our events that are under the influence of alcohol or drugs.  
Medication also falls under this category and therefore it has to be reported to your Dept Head or H&S Officer… 
whether the medication has been prescribed or not. Some cause drowsiness; therefore you are endangering yourself 
and others. 
Smoking is prohibited in any premises we occupy – please only smoke in the designated smoking areas (usually 
outside the venues). As for smoking, please refrain while serving. 
 



- Noise 
There are 2 aspects to this topic: Noise to our surrounding environment and noise inside our venues. 
 
As we can start early, please keep noise to a minimum; some people are still trying to sleep. Noise is any kind of 
sound that is loud, unpleasant, unexpected or undesired can lead to a complaint, which could affect our relationship 
with the venue. 
 

 Noise prevents clear communication with other volunteers 
 Noise can harm minor’s hearing 

 
Therefore, always try keep noise to a minimum 
The sound engineer will give a noise announcement with specific details to help 
 
 

- Health & Safety Officers 
I would like to bring to your attention at this stage the reason for H&S officers. They are there to help keep an eye 
and focus on the H&S of each ministry so that each Venue Head can focus on getting the relevant tasks done that is 
needed to complete setup or breakdown on time. Each ministry has its own specific tasks, PPE requirements and 
time frame and therefore H&S Officers are there to help each department implement it safely. 
Officers are there to review the premises before work commences and then give a briefing BEFORE work to inform 
you of the fundamentals and any changes that may have occurred from the last time you were at the location. 
 
The fundamentals are: 

1. What to do in a fire evacuation and where to go 
2. What to look out for 
3. A reminder of certain important points 
4. Route during setup or breakdown 
5. Areas of concern 

 
Because of this, you MUST receive a briefing from a H&S Officer (not a member of your department) before you 
enter the work area. You must then sign the briefing register that you accept and understand the information you 
have received. This is a lawful requirement, so please you must adhere to this.  
So, be on time for the briefings and you PERSONALLY sign the registration form. Not your friend or Venue  Head. 
 
The next thing is PPE 
 

- PPE 
Person Protective Equipment is clothing intended to be worn or held by a person at work that protects him/her 
against one or more risks to their Health and Safety. The PPE should fit correctly, good condition, looked after 
properly, stored correctly and, if needs replacing, report to your department head as soon as.  
The required PPE that you will need to wear will be made clear via your Department or Venue heads. 
This is a requirement and therefore YOU WILL NEED TO wear it. This will be irrespective of temperature or your hair 
style or your nails. Sorry.  
PPE is to be acquired and regulated by your Dept Head as they know your tasks that you have to perform at various 
venues and the H&S officers do not have extra PPE. 
The Hivi’s to be worn are labelled (CRC and department) and clear for all CRC volunteers serving, this helps with the 
construction site while setup is taking place and the moving of equipment through areas where non-CRC people 
pass. 
Even when we have an event outside of Sundays, please bring them with. 
 

- Incident reporting 
An incident needs to be reported directly after the incident via our website 
www.crclondon.com/health-safety 
 
All incidents are to be recorded including a description of the incident and the final outcome while at the individual 
is at the event location. 
 



 Information that is being reported is to be clear, simple and to the point. Just facts are to be reported and have to 
be documented for future reference. 
We have different types of people; cultures, ages, sizes, colours, backgrounds, etc… and all of us need to work 
together. Therefore communication is also important as to be clear and make sure we understand each other. 
 

- Human factors, crowd control, communication 
A lot of our requirements are in dealing with people. Where there are people, there is the possibility of injury. 
Therefore: 
-When moving equipment, items, etc between locations, there has to be a clearly defined path where these items 
are to be delivered.  
-The volunteers know where they are going. 
-Communication between the volunteers is to be clear before moving the equipment.   
-Where physical barriers cannot be erected to isolate movement of items, clearly highlighted marshals are to be put 
in place to secure the items during transportation.  
 
Crowd control involves the coming and going of people attending the event along with moving items among them. 
They might or might not be part of our event.  
Crowds are people from different backgrounds and cultures and therefore respond to suggestions or instructions 
differently. Crowds need to be considered because CRC will be looked upon by the reaction or presentation of a 
volunteer. 
 
Crowds that attend an event arrive at different times, can be situated in more than 1 location and then leave at the 
same time. In order to accommodate, we will clearly mark work pathways that can be used for our equipment while 
not disturbing people.  
 
Bulky equipment such as flight cases or speakers must be pushed by 2 people minimum at any given time. One at the 
front and one at the back. 
 
 

For You 
 
 

- Accountability - arrival and during and leaving  
Along with a briefing from the H&S officer, please get a work briefing from you Department/Venue Head as to what 
you are required to do. Then please keep your Department or Venue Head as to your location so that if evacuation 
has to take place, we know if you are on the premises or not.  
 

- Manual Handling 
Manual Handling is a large group of activities such as: 

- Lifting and Carrying,  
- Pushing and Pulling. 

 
Typical injuries that can be incurred: 

- Strains, 
- Sprains, 
- Slipped Discs 
- Trapped Fingers and  
- Cuts from Sharp Objects 

 
It is important that you maintain the natural shape of the spine when carrying out any manual handling function. The 
old saying of a ’straight back’ is not entirely true! 
 
Now we will look at the areas that will assist you in carrying out any Manual Handling as safe as is reasonably 
practicable.  
As easy pneumonic TILE to use is: 
Task - What are you lifting, your route, frequency of operation. 
Individual – Are you capable of carrying out the operation? 



Load – Consider weight, stability, shape, size, grip. 
Environment – Consider the weather, location of activity, condition underfoot.  
 
It is your, the volunteer, responsibility to know your own body condition and strength. If you have any injuries prior 
to the event, please report it to your department head and refrain from causing yourself further injury. 
 
When performing a manual handling operation: 

 

 

 

 



 

 

 
Where a load requires two or more people to move it, some tips are to: 

 One person must take the lead. 
 Make a plan together. 
 Ensure you still adopt the same good practises as per a one man manoeuvre. 
 The lead person must co-ordinate the move  
 and direct the group clearly. 

 
 

- Asset Protection 
 ALWAYS protect the assets on the premises (we carry the bill). Leave the place in a better state than you found it. 
We want to remain in good relationship with the landlord in order to remain at this amazing venue. If you notice or 
have caused any damage to the premises, inform your department head immediately. It will not go unnoticed and 
the church will carry the responsibility anyway. Walk in integrity. 
 
Our Equipment: 

 
 
At the venues: 
 
Projection Screen: 



 
 
Lifts: 
 

 
 

 
 
 
Doors: 
 

 



 
Walls & Pillars: 
 

 
 
 

Critical things to be looking out for: 
 

 Projection screen - setup and break-down 
 Lifts - load in/out 
 Door frames and pillars - moving equipment 
 Walls - don’t scrape or lean against 
 Our own equipment 
 Vehicles 
 Storage units 

 
- Your responsibility 

What is expected of you?? 
- To always consider the wellbeing of yourself and others around you.  
- To wear the correct PPE for the job you have been assigned to do.  
- Make sure that the PPE is in good condition 
- If a new volunteer is in their probation period and has been assigned to you, you are responsible for the 

actions of that new volunteer. 
- Adhere to the instructions of your Department Head 
- Report any and all incidents directly to your Department Head or H&S officer 
- Receive a briefing before commencing any work at a CRC event, including services on Sunday 
- Confirm the time you will receive the briefing and do not arrive late. 



- Make sure you sign the register to say you have received the briefing. 
- When moving equipment, props and various items from one location to another, to always be aware of CRC 

and non-CRC members. 
 

 
 
 

Summary 
 

 Health & Safety is law and therefore we respect the law of the land. 
 We respect the property of the venue’s we go to 
 We respect our property of various ministries 
 Volunteers represent CRC and therefore we are here to make things safer for you. 
 We are to be witnesses, therefore we set an example to other people outside CRC 
 Its not about the money. 

E.g. The screen costs £30000… thats 6000 children via JAM at £5 each 
 You have responsibility to look out for yourself and your neighbour 
 You are responsible to get a briefing from your Health & Safety Officer before you begin work. (And 

sign the Briefing document) 
 
 


