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PARISH COUNCIL 
 

Hainault Road • Chigwell • Essex • IG7 6QZ 
 

    Tel: 020 8501 4275            Fax: 020 8501 2045 
 

 Clerk to the Council 
Anthony-Louis Belgrave 

Anthony.belgrave@chigwellparishcouncil.gov.uk 
 

10th September 2021 
 

COMMUNITY ASSETS COMMITTEE 
 

TO:  MEMBERS OF THE COMMUNITY ASSETS COMMITTEE 
Dr. N Akhtar, Ms. Rochelle Hodds, Ms C Jefcoate, Ms. L Morgan Skingsley and 
Ms. R Phull. 

 

A meeting of the COMMUNITY ASSETS COMMITTEE will be held on THURSDAY 
16th SEPTEMBER 2021, at the Parish Offices, at 10.00am and you are hereby summoned 
to attend. Members of the Press and public are invited to be present and the following business 
will be transacted.   
 

✹ All attendees must wear face protection, scan the QR code via the NHS Track and Trace app, 
and use hand sanitiser on entry.  

 
 
Anthony-Louis Belgrave 
Clerk to the Council  
 

 

        AGENDA 
 
 

1.       RECORDING OF MEETINGS  
Members of the Public and Councillors are asked to note that in accordance with Standing 
order 3 (l) photographing, recording, broadcasting or transmitting the proceedings of a 
meeting may take place. 

 

2. APOLOGIES FOR ABSENCE 
 

To RECEIVE and ACCEPT any apologies for absence and to NOTE any absences for which 
no apology has been received. 
 

 
 

3. DECLARATIONS OF INTEREST   
 

To RECEIVE declarations of interest from Members in any item on the agenda, in accordance 
with the Members’ Code of Conduct.  The Code of Conduct requires Members who have 
declared a pecuniary interest in an item to withdraw from the room while that item is being 
considered. 
 

4. CONFIRMATION OF MINUTES   

 To APPROVE, as a correct record, the Minutes of the Meeting of the Community Assets 
Committee held on 5th July 2020. 
 

 

C                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
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5. PUBLIC PARTICIPATION 
 

To RECEIVE representations from members of the public.  The maximum time allowed for 
this item is 15 minutes, at the close of this item members of the public will no longer be 
permitted to address the Council. 

 

 

 
 

6.  OPEN SPACES/CEMETERY UPDATE  
 

 Members are advised that attached at Appendix 1 is a written report on the Open Gardens and 
Allotments.  

 

       Members are now asked to CONSIDER and COMMENT on this report.  
 
7.        CHAIRPERSON’S REPORT  

 

     To RECEIVE the report from the Chairperson pertaining to the actions undertaken by the 
committee, as shown at Appendix 2.  

 
8.       CHIGWELL MEMBER’S CLUB  

 

       To RECEIVE confirmation the Member’s Club electrics for fridges/pumps/chillers have been 
turned off. 

 
 

9.      CYCLE ROUTES & FOOTPATHS   
 

         To RECEIVE relevant information from Councillor Jefcoate on encouraging use of, and 
improving cycle routes and footpaths, as a more sustainable source of transport. 

 
10.        REVIEW EVACUATION POLICIES    

 

        To REVIEW the evacuation policies for staff, visitors and contractors, as shown at 
Appendix 3.  

 
11.  HEALTH & SAFETY ACTION PLAN REVIEW 

 

 Members are advised that a selected service provider was been appointed to provide 
professional HR support to the council; a consultant conducted a series of inspections of the 
Parish Offices, Cemetery, Allotments and Chigwell Station Green.  
 

As a result of these inspections an action plan has been produced and is being progressed.   
 

Members to RECEIVE an update on the action plans, as shown at Appendices 4a and 4b.  
 
 
 
 12.     COMMUNITY BUS SERVICE   

 

         To DISCUSS the options for the Community Bus Service.  
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 13.     FESTIVE LIGHTING – Grange Hill, Limes Farm & Chigwell Row  
 

To CONSIDER proposals for the installation of festive lighting at Grange Hill, Limes Farm 
& Chigwell Row.  

 
 14.      CCTV POLICY REVIEW  

 

    This council is required to assure compliance to the Data Protection Act 2018: Information 
Commissioners: CCTV Code of Practice and the Freedom of Information Act. Accordingly, 
a policy which defines the utilisation of the council’s CCTV systems for overt surveillance 
should be adopted/reviewed, as necessary.   

 

            Accordingly, this policy, is shown at Appendix 5, for Member’s information.  
 

Members are now asked to CONSIDER and REVIEW this policy.  
 
15.      CHRISTMAS TREE LIGHTING EVENT 

 

    To RECEIVE an update on the proposal to arrange a Festive lighting ceremony, at Victory 
Hall.  

 
 
16.      UTILITY PROVIDERS  

 

        To RECEIVE an update pertaining to the utilities for Victory Hall, Parish offices and the 
Cemetery.  

 
 
 
 
 
 
 
 
 
 

17. DATE OF NEXT MEETING  
 

Members are now asked to CONSIDER and CONFIRM the date of the next meeting.   
 

 
 
 
 

 
Anthony-Louis Belgrave 

Clerk to the Council 
 



Appendix 1 
Cemetery & Parks and Open Spaces Supervisor Report 

Cemetery CCTV installed; new router received from BT.  Awaiting Scott CCTV to re-
calibrate new router. Called Scott CCTV to contact Clerk to arrange calibration. 

Cemetery gates: Clerk received quote for new set of gates, awaiting decision from Clerk 
and councillors to move forward. 

Cemetery trees: one quote received for entrance to cemetery from Cedartree, forwarded to 
Clerk and deputy. Awaiting second quote for section B overhanging trees. 

Cemetery office door lock: Amanda has arranged for a locksmith to contact me regarding 
new lock. 

Cemetery office subsidence: Crawfords attended cemetery Tuesday 7th September.  They 
carried out assessment and will be contacting the Clerk with their findings. 

Open spaces: Awaiting quote from Cedartree for Limes Farm allotment tree to be removed 
(adjacent to Care home). 

Open spaces: Tree survey/inspection; Clerk has been in contact with two companies, 
awaiting next instruction. 

Open spaces: Grass at rear of Victory Hall; Sam commenced cutting, blade drive belt 
snapped, ordered new belt 07.09.21 awaiting delivery. 

Open spaces: Planters; Commencing work on planters’ w/b 13.09.21. Opened account with 
wholesalers 06.09.21. 

Open spaces: Limes Farm bench; quotes should be received w/b 13.09.21. 

Victory Hall: Fire escape path; quotes to be obtained to forward to Clerk & Deputy. 

I have shown the Deputy Clerk all areas of the Parish we maintain. 
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Appendix 2  
CHAIRPERSON’S REPORT 

The past few months have been non-stop for the community assets. 

Scott Donovan our Cemetery Supervisor has finally been able to go back to his duties at the 
cemetery and open spaces.  We thank him for everything he has done to help out with 
Community Assets and the Parish office. 

CCTV at the cemetery has now been installed and the engineer is coming back to reset the 
system, as we have had a new BT router. 

The cemetery gates were forced open and broken by vandals. We received a quote of 
£11,000.00 for them to be replaced. We are now in the process of going through the Insurance. 

Scott has organised for the trees of Froghall Lane to be lopped, as they are overhanging the 
Roadway. 

Quotes have been obtained for tree works for the cemetery and LF allotments. 

Crawfords have attended the cemetery on behalf of our Insurers to assess the subsidence of the 
office. 

Victory Hall is finally having the much-needed works being completed by contractors, 
although we still have to wait for Chubb to do a final Risk Assessment on the whole building 
for us. Only upon their report can we look to reopen the hall for hire. 

We still have other important areas to look at within VH, for example the kitchen and Fire 
Doors. 

CROADS have cleared all of their flammable materials from the hall and upon our request they 
have removed the wooden shed from next to the hall and replacing it with a metal container, 
as requested. 

A site at the corner of Manor Road and Hainault Road has been found for our Donated 
Christmas tree. 

The grass at the rear of VH where we agreed to have livestock to reduce the need for cutting is 
in the process of being prepared for use. 

The letters for the allotment misuse have been sent out and allotments are in the process of 
being reissued to new tenants. 

Scott has sourced the information for CAC on the new bench for LF hill, so hopefully that can 
be replaced in the very new future. 

We have had 2 new members of staff join our parish office. We welcome Amanda and Brent. 

Sam has been investigating an area in each ward to plant a tree for the Queens Jubilee 
celebration next year. We await his report. 

We have had a couple of litter picks organised by CAC councillors; these have been well 
attended. 

Councillor Lisa Morgan Skingsley 

Chairperson, Community Assets Committee 
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Appendix 3 

 

Fire Evacuation Plan (Parish offices) 

Emergency Evacuation Plan  Chigwell Parish Council offices  

Hainault Road 
Chigwell 
IG7 6QZ 
Contact number: 0208 501 4275 

Plan date 9th September 2021 Review date 9th September 2022 

 
Sound of the alarm/Raising the alarm 
The sound of the alarm will be: 

A shouted warning/whistle sounding/air 
horn etc. 

SHOUTED ALARM ‘FIRE’  

In the event of a fire being discovered occupants will be warned verbally.  
A continuous warning siren 

 
Location of key safety hazards or other fire related equipment 
• Gas supply shut off Outside, right side of building, facing library 
• Mains fuse box Storage cupboard, next to toilets.  
• Mains water inlet Front of building, next to parking bay.  
• Location of fire alarm panel Each room has fire/smoke detector alarm systems 
• Gas/oxygen cylinders N/A  
 

Number of staff needed to carry out evacuation plan & Escape routes 
• To implement the evacuation plan, one trained staff member is needed on duty 
• Between 6.00pm and 9.00pm/on weekends/during special events/committee meetings (refer 

variations section) 
• The escape routs from the building are: through the main front entrance, through the fire door in the 

main meeting room.  
Fire assembly points 

In the event of a fire being discovered. The building should be evacuated and all persons are to gather at 
the assembly point in the car-park, adjacent to the library building.  
 
CHIGWELL PARISH COUNCIL EMERGENCY PLAN BOX 
Torch, Barrier tape, stationary supplies, megaphone, illumination sticks. String. Hi-visibility vests. Office 
mobile phone; 07922425174 
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Variations to plan 
 
To implement the evacuation plan, one trained staff member is needed on duty, however, in situations 
where more than twenty persons are present the number of trained staff required for the evacuation plan is 
to be one, for every ten additional persons.  
 
 
 
 

Comments 

 
Extinguishers are located 
 
Trafalgar Room (Meeting room) (x2) 
 
Basement (x3) 
 
Main front entrance (x2) 
 
 
 
 
 
 
 
 
 
 
Clerk to the Council  Signature  

Date  Time  

 



Fire Evacuation Plan – Victory Hall 

Premises address:  Victory Hall, Hainault Road, Chigwell, Essex, IG7 6QX  

Contact Number: via Chigwell Parish Council – 02085014275 

Sound of the alarm 

  
The sound of the alarm will be a loud continual siren. 
 

 

Raising the alarm 

 
In the event of a fire being discovered: Warn occupants of the hall verbally and break 
the glass in one of the fire alarm call points located in the building. 
 
If the fire is detected by automatic sensors, this will trigger the alarm. 
 

 

Action to be taken on hearing an alarm 

 

• The person responsible for the hire of the hall at the time, or their nominated 
representative, will take charge and lead the evacuation procedure. 

• Dial 999 and request the attendance of the Fire Service. Provide the building 
name and location as above and details of any fire. 

• The person in charge will commence an evacuation of the building, ensuring this 
is done in a calm and orderly manner. 

• The person in charge will check the building is clear, if safe to do so and will 
ensure doors are closed on the way out. 

• If safe to do so, electrical mains and gas supplies should be switched off before 
leaving the building. The location of these are detailed below. 

• Ensure no-one re-enters the building until confirmed as safe to do so by the Fire 
Service. 

• Meet at the assembly point and ensure that everyone is accounted for. 

• Once the fires service arrive, provide them with as much information as possible 
on the nature of the fires and any action taken to that point. 

 
 

 

 

Escape routes 

The escape routes from the building are 
1. Through the main front entrance. 
2. Through the fire door to the right-hand side of the main hall. 
3. Through the fire door in the rear left ‘Irene Williams’ room. 

 



Fire assembly point 

 
In the event of a fire being discovered: The hall should be evacuated and all persons are 
to gather at the assembly point in the car park, adjacent to the library. 
 
 

 

Maintaining the fire precautions 

 
All users of the hall have a responsibility to be aware of the fire evacuation plan and to 
maintain fire precautions during the period of hire – these include 

• Keeping any fire doors closed 

• Keeping fire exit routes clear of obstructions, combustible materials and sources 
of ignition. 

• Being aware of the position of the fire-fighting equipment and ensuring this 
equipment is not obstructed and available.   

 

 

Fire-fighting equipment - locations 

 
All users of the hall have a responsibility to be aware of the fire evacuation plan and to 
maintain fire precautions during the period of hire – these include 

• Keeping any fire doors closed 

• Keeping fire exit routes clear of obstructions, combustible materials and sources 
of ignition. 

• Being aware of the position of the fire-fighting equipment and ensuring this 
equipment is not obstructed and available.  
  
Extinguishers  
Entrance hallway – Foam 
Outside of kitchen – Foam 
Inside kitchen – Carbon Dioxide and fire blanket 
Right side of stage – Foam 
Rear left of stage – fire blanket 
 
Fire call-points 
Entrance hallway – near alarm panel 
Right hand side of main hall – near fire exit 
Rear left ‘Irene Whellams’ room – near fire exit 
 
Gas and Electricity 
The meters are to be found in the first room on the right in the main hall and 
supplies may be switched off from this location, if safe to do so. 
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Action Plan  

Appendix 4a 
During the visit we conducted a Health, Safety & Welfare Inspection. The following is an action plan based upon the information available at the time of the visit. We 
suggest that you read through this action plan and address all points; when an action point is completed record the date in the box provided. The points addressed in red 
should be tackled first. 
 High Importance: The Consultant has highlighted these to be high risk as there is an immediate concern for safety and/or a breach of legislation. 
 Medium Importance: The Consultant has highlighted these to be medium risk as there is risk of harm and/or improvements required. 
 Low Importance: The Consultant has highlighted these to be low risk or areas that require improvement 

Access and Egress  

Serial Observations Recommendations Priority Date Task Completed Latest Action  
1. The roller shutter doors of the 

compound have not been regularly 
inspected/maintained under a 
planned preventative maintenance 
system. 

There have been many accidents with regards to roller 
shutter doors where they have become jammed and persons have 
fallen from height whilst trying to free them. 

Whilst there is no statutory (or prescriptive) requirement to have 
roller shutter doors inspected, current legislative 
requirements imply that employers should keep all 
equipment, devices etc. in good working order. 

In order to reduce the safety risks and business 
inconvenience associated with jammed roller shutter doors, 
arrange for a competent person to regularly inspect and 
maintain the roller shutter doors under the company’s 
planned preventative maintenance system (PPM). 
 
It is advisable to retain documentary evidence of the 
inspection and maintenance regime. 
 
 

 
 
 
 
 
 

Medium 

2nd March 2021  
 
 

Upon the 
recommended 
inspection, the 
service provider 
advised that the 
‘roller shutter 
doors’ should be 
replaced. 
 
Risk assessment 
completed 17th 
March 2021, 
scheduled for 
review 17th March 
2021.  
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 Disabled Discrimination 
 

    

Serial Observations Recommendations Priority Date Task Completed Latest Action  
1. There was no pull cords fitted to the 

emergency call point in the disabled 
toilet when inspected. 

Attach a pull cord on the emergency call point in the disabled 
toilet. 

Once fitted, it is important to regularly inspect and test the 
alarm to ensure that the cord has not been tampered with and 
the system is functioning correctly at all times. Records of tests 
should be documented for inspection by any interested 
party. 

For further advice on the requirements of the Equality Act 
please contact the Equality and Human Rights Commission or 
relevant specialist. 
 

  Low Cemetery toilets to be 
refurbished.  

Associated Tender 
documents for this 
project, presently 
being re-drafted, to 
include the 
necessary re-
enforcement of the 
building 
foundations.  
 
Cemetery toilet 
facility is presently 
closed to the public. 
  

 

 Hazardous Substance/COSHH     
Serial Observations Recommendations Priority Date Task Completed Latest Action  
1. Control of substances hazardous to 

health (COSHH) risk assessments 
have not been reviewed within the 
last twelve months. 

(NB:The existing assessments have 
not been reviewed for over nine 
years.) 

Review, and where necessary revise your COSHH 
assessments to ensure that any new chemical substances that 
have been introduced or processes that create a hazardous 
environment have been included and that control measures are 
suitable and sufficient. 

Assessments should be reviewed: 

Periodically (typically annually). 
When the work task is significantly changed or following an 
accident or near miss 

By monitoring the products used, maintaining an up to date 
inventory and reviewing assessments with the involvement of 
employees you will be contributing to a safer workplace.  
 
 

 
 
 
 

Medium 
 

 To be completed.  
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 Health Screening      
Serial Observations Recommendations Priority Date Task Completed Latest Action  
4. Not all employees had been 

advised about Hepatitis B 
vaccinations. 

(NB: One member of staff who has 
not had this vaccination, is advised to 
take this vaccination.) 

As employees may be exposed to blood borne pathogens, it is 
advisable to inform them about the risk that they may catch 
Hepatitis B and that it is prudent to have the appropriate 
vaccination. 

This immunization can be obtained through the individual's 
general practitioner if they tell them they could be at risk due to 
their work. 

If individuals do not choose to have the vaccinations, they 
should be advised of the symptoms of the disease so that they 
can obtain medical treatment if they are feeling unwell. Consider 
seeking advice from a specialist Occupational Health Adviser 
where workplace ill-health issues have arisen, e.g. for asthma, 
dermatitis, injuries preventing normal tasks, hand arm vibration 
issues. 
 

 
 
 
 
 
 

Medium 

December 2020, 
Cemetery Assistant 
requires vaccination  

Cemetery Assistant 
advised of the 
requirement to have 
this vaccination.  

Serial Observations Recommendations Priority Date Task Completed Latest Action  
5. It was unclear if the risk of ill-health, 

arising from work activities had been 
assessed and action had been taken to 
control the risk from stress. 

Work-related ill-health, stress, depression or anxiety is 
defined as a harmful reaction people have to undue 
pressures and demands placed on them at work and 
accounts for approximately a third of all work-related ill 
health. Employers are required by law to assess the risk of 
stress related ill-health arising from work activities and 
act to control that risk. The HSE have developed a 
“Management Standards” approach to tackling work-related 
stress based around the five steps to risk assessment and cover: 

Demands of the work activity. 
Control of the work activity. 
Support provided by the organisation. 
Understanding the role that people have within the organisation. 
Change Management 
Relationships and avoiding conflict 
 

 

Medium 

17th March 2021 All staff have 
received the 
Employee 
Handbook and have 
been emailed the 
following;  
 
Toolbox Talk; 
‘Work-related 
stress’ 
 
Stress audit 
questionnaire 
 
Work related stress 
power-point 
presentation.  
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Legionella  

Serial Observations Recommendations Priority Date Task Completed Latest Action  
6. The water systems on the premises are 

considered low risk with regards to 
exposure to legionella bacteria as 
there are no tanks holding water. A 
simple risk assessment has not been 
carried out. 

All systems require a risk assessment, however not all 
systems will require elaborate control measures. 

The risk assessment for the premises may show that the risks are 
low and are being properly managed so there is no need to take 
any further action. 

Examples of low risk situations are: 

Small buildings without individuals that are in the “at risk” 
category. 
Where water usage is sufficient to turn over the complete 
system on a daily basis. 
Where cold water is not fed from storage tanks. 
Where hot water is fed from instantaneous heaters at >50C 
 
Where the only water outlets are toilets and wash basins. 

Once refurbishment is completed, a new water hygiene risk 
assessment will be needed. 
 

 
 
 
 
 

Medium 

11th January 2021  

 

Maintenance and Repair 

Serial Observations Recommendations Priority Date Task Completed Latest Action  
7. At the time of the visit the door 

handle on the disabled toilet door 
inside the cemetery office was broken 

Ensure that the broken door handle on the disabled toilet door 
is repaired. It is further advised that you introduce a 
maintenance log to keep track of maintenance issues. 
 

 

Medium 
Cemetery toilets to be 
refurbished.  

Associated Tender 
documents for this 
project, presently 
being re-drafted, to 
include the 
necessary re-
enforcement of the 
building 
foundations.  
 
Cemetery toilet 
facility is presently 
closed to the public. 
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8. At the time of the visit the window at 
the cemetery office had been 
boarded up and nails were 
protruding out from the board onto 
the external pathway and a couple of 
nails into the office side. 
 

It is advised that the damaged window be adequately 
repaired to reduce the risk of an accident happening.  

Medium 
Cemetery office to be 
refurbished. 

 

9. The office door frame at the 
cemetery office is damaged. 

To reduce the risk of an accident from happening it is advised that 
you adequately repair the door frame. 
 

Medium Cemetery office to be 
refurbished. 

 

10. The wall in office is showing a major 
crack. 

It is advisable to repair the walls of the office. Perhaps this may 
be carried out during the planned refurbishment. 
 

Medium Cemetery office to be 
refurbished. 

 

 

 

Manual Handling 

Serial Observations Recommendations Priority Date Task Completed Latest Action  
11. Individual risk assessments have 

not been undertaken for 
significant manual handling 
activities. 

More than a third of all reportable injuries involve manual 
handling activities and anyone involved in the moving and 
handling of goods and people could be at risk. 
 
The Manual Handling Operations Regulations state that 
employers should adopt a hierarchy of control measures: 

To avoid hazardous manual handling operations so far as is 
reasonably practicable. 
To assess any hazardous manual handling operation that cannot 
be avoided. 
To reduce the risk of injury so far as is reasonably practicable. 

To comply with legislation, it is important to undertake 
suitable and sufficient risk assessments for all manual 
handling activities to eliminate or to reduce the risks to as low 
a level as possible. 
 

Medium January 2021 All staff have now 
completed the 
requisite E-learning 
course pertaining to 
Manual Handling. 
 
Further risk 
assessments are 
undertaken on an 
‘as necessary’ 
basis.   
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 Racking & Storage Systems     
Serial Observations Recommendations Priority Date Task Completed Latest Action  
12. There was no risk assessment 

compiled for the use of the racking. 
Compile a suitable and sufficient risk assessment for the use of 
the racking. 

This assessment should outline how the racking is to be used and 
indicate information like safe weight limits, inspection 
regimes, what should be stacked at what level etc. 

All relevant employees should be advised of the risk 
assessment and should sign to say that they understand and will 
follow all designated control measures. 
 

 
 
 

Medium 

January 2021  

 

Risk Assessments 

Serial Observations Recommendations Priority Date Task Completed Latest Action  
13. Risk assessments have been carried 

out, but they have not been 
reviewed. 

(NB: Risk assessments found in the 
office are over three years and in some 
cases, seven years old.) 

There is no formal time frame for reviewing risk assessments but over time, 

few working environments will remain unchanged. It makes sense to 

review what you are doing on an ongoing basis and revisit your risk 

assessments to check if: 

There is any new equipment or process to assess. 

There have been any significant changes that need to be included in existing 

assessments and if 

There are additional controls to be implemented. 

Employees have highlighted a problem or concern. 

You have received information from trade bodies or suppliers that will affect your 

assessments. 

Outcomes of near miss or accident reports require further action. 

Examples of risk assessments include, Inspection of Monuments, 

Grave Digging, Use of Equipment (e.g. Angle Grinder), Trimming of Tree 

Branches (especially after bad weather), General Gardening and Gritting Paths 

in Winter. 

Keep employees informed of any significant changes you have identified 
during the review process. 
 

 
 
 
 
 
 
 
 
 
 

High 

January 2021  
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Working at Height 

Serial Observations Recommendations Priority Date Task Completed Latest Action  
14. There was an inadequate ladder 

register in place. 
There is check sheet for ladder inspections. Also, the 
inspection labels are placed on the ladders once they are 
checked. 

It is recommended that which check sheet refers to which 
ladder is made clear on the check sheets. 
 

 

Medium 

January 2021  
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Access and Egress 
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Serial Observations Recommendations Priority Date Task 
Completed 

 

1.  
 
 
 
 
Safe access and egress did not 
appear to be maintained – This is 
in reference to the path leading from 
the Council Offices to Victory Hall 
via the library. 

Ensure safe access & egress to, from and around the 
premises is provided at all times. 

In this case, please do consider: 

• Uneven and sloping surfaces – The path leading from council 
offices towards the library and the Victory Hall is uneven 
and have cracks and holes due to tree roots in the vicinity. 
This path needs to be made good. Otherwise, it poses a 
trip hazard. 

• Condition flooring outside library – The slabs on the floor 
have gaps in between them and as a result, high heel 
shoes could get caught in the gaps between slabs. 
These gaps to be filled in and the area made good. 
Otherwise, it poses a trip hazard. 

• Lighting in the vicinity to be improved. 

 
 
 
 
 
 

Medium 

12th January 2021  

 

During the visit we conducted a Health, Safety & Welfare Inspection. The following is an action plan based upon the information available 
at the time of the visit. We suggest that you read through this action plan and address all points; when an action point is completed record 
the date in the box provided. The points addressed in red should be tackled first. 

 High Importance: The Consultant has highlighted these to be high risk as there is an immediate concern for safety and/or a breach of 
legislation. 

 Medium Importance: The Consultant has highlighted these to be medium risk as there is risk of harm and/or improvements required. 

 Low Importance: The Consultant has highlighted these to be low risk or areas that require improvement 

 



Asbestos 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Displayed Notices and Certificates 
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Serial Observations Recommendations Priority Date Task 
Completed 

2. 
 
 
 
 
 
There were no warning signs 
displayed indicating the presence 
of asbestos. 

Reduce the risk of exposure to your employees and visitors by 
displaying signs indicating the presence of asbestos in Victory 
Hall and also at the cemetery office. Small amounts are present in 
those locations. 

Display Asbestos Warning Labels. If you decide not to label the 
asbestos, you need to make sure that those who might work on the 
material know that it contains or may contain asbestos, before they 
start work, e. g. when you ask for a quote for a job. You must 
then agree any necessary precautions to prevent exposure before 
a job commences. 

It can save time and prevent confusion if you make a note of the 
location of non-asbestos material, which could be mistaken 
for asbestos. 

 
 
 
 
 

Medium 

10th January 2021 

 

Serial Observations Recommendations Priority Date Task 
Completed 

3.  
 
There was not an up to date "Employer's 
Liability Compulsory Insurance" 
certificate displayed in a prominent 
location. 

As this cover applies to employees, either the current 
certificate of insurance should be on display or a copy made 
available to all employees electronically. 

Since October 2008 there has been no legal requirement for 
employers to keep copies of out-of-date certificates though 
you are strongly advised to keep. 

The current certificate to be printed and displayed. 

 
 
 

Medium 

1st April 2020 

 



Electrical Safety 

 
 
 
 
 
 
 
 
 
 
Fire Safety Management 
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Serial Observations Recommendations Priority Date Task 
Completed 

2.  
 
 
 
The fire alarm system of Victory Hall had 
not been serviced within the last twelve 
months and it is unclear if there is a 
maintenance contract in place to service it 
at least annually 

BS 5839 sets out the requirements for testing and inspection of 
fire alarm installations: 

Periodic inspection & test 

This consists of multiple checks and tests made by a 
competent engineer with the aim of ensuring the fire alarm 
system remains functional, is in good working order and is still 
compliant with the code. 

Annual test 

As per above, additionally test all detectors and call points and 
check for correct operation. 

Every 2 - 3 years 

 
 
 
 
 

Medium 

20th January 2021 

 

Serial Observations Recommendations Priority Date Task 
Completed 

1. 
 
 
Information was not available to state that 
the issues, identified on the mains electrical 
installation test report, have been completed. 

If the issues have not been rectified contact a suitably 
qualified electrical engineer and request that he/she visits the 
premises and corrects the faults. 

When the work has been completed, suitable 
documentation should be provided to demonstrate that all 
electrical circuits are safe for use. This is in reference to C1 
and C2 items in the Electrical survey reports for Victory Hall 
and the Council Offices. 

 
 
 

Medium 

February 2019 
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  Clean smoke and heat detectors to ensure correct operation, 
this will reduce the likelihood of false alarms. Specialist 
equipment is required for cleaning and testing detectors. 

  

3. 
 
 
 
 
 
 
 
 
 
 
The emergency lighting in the premises 
(The Council Offices and Victory Hall) 
were not subject to regular testing and 
inspection. 

If the electrical supply to normal premises lighting 
fails during an emergency situation, supplementary 
lighting may be required to ensure a safe means of 
escape from the premises. 

It is therefore important to ensure that all emergency 
lighting is operational to ensure that sufficient light 
is provided in an emergency situation. 

Implement a schedule of testing and inspection, 
the schedule for testing set out in BS 5266 includes: 

• Daily - ensure the charge indicator (LED) is lit on 
each unit. 

• Monthly - operational tests of every unit to 
be recorded (can be done in-house). 

• Annually - 3-hour discharge test and inspection 
by competent engineer All tests should be recorded 
for future reference. 

All batteries should be replaced after four years or if the 
light does not stay illuminated for its specified duration. 

Testing of the lights should be undertaken at times of 
least risk. 

It is important to ensure that the light has been connected 
to the mains supply for a minimum of 24 hours prior 
to undertaking the test. 

 
 
 
 
 
 
 
 
 
 

Medium 

20th January 2021 
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4. A fire exit in Victory Hall was obstructed. 

(NB: This is the exit from the cleaner’s room which 
is on the right when entering the main hall.) 

(Also, it is noted that, Victory Hall is not currently in 
use and unlikely to be used for several months due 
to the COVID-19 Pandemic.) 

Fire exit routes must be kept clear of obstruction at all times 
(especially when in use) to ensure a safe and timely exit from 
the building in an emergency situation. 

It is advisable to nominate an employee to regularly check 
and monitor all fire exit routes to ensure that they are not 
obstructed. Records of these inspections should be 
documented to demonstrate to any interested party that the 
checks are being completed. 

 
 
 

Medium 

14th December 
2020 

5. 
 
 
 
 
 
A number of fire doors (in the Council Offices) 
were wedged open at the time of the inspection. 

Fire doors are an essential barrier that will help delay the 
spread of fire and smoke. All fire doors should be marked 
with signs stating that they should be kept shut at all times. 

If the doors need to be held open for access purposes then it is 
advisable to install a magnetic catch which is automatically 
released when the fire alarm is activated. 

Alternatively, a battery operated "Dorgard Fire Door 
Retainer" may be used which will release and allow the fire 
door to close when the fire alarm sounds for at least 30 
seconds. 

All fire doors should be inspected on a regular basis to 
guarantee that they are not obstructed. Details of the 
inspection should be recorded in the fire logbook. 

 
 
 
 
 

Medium 

To be completed 

6. 
 
Evidence was not available to demonstrate that the 
fire blankets have been serviced. 

This is reference to two blankets in Victory Hall. One was last 
serviced over two years ago, and the other was over twenty-
seven years ago. 

All firefighting equipment must be maintained in an effective 
working order. 

 
Low 

20th January 
2021 

7. The Fire extinguisher at the front entrance of 
Victory Hall was not in its allocated place. 

Where practicable, fire extinguishers should be hung on wall 
brackets or positioned on a suitable base plate so that they Medium 14th December 

2020 
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  can be found quickly in an emergency. For example, they 
should not be positioned behind a door or near a coat rack. 

  

8. A large amount of cardboard and paper was found 
in the Council Office building (front room and 
basement). 

(NB: It is noted that there were no obvious fire 
sources, such as heaters, in the vicinity of the paper 
and the cardboard.) 

It would be good practice to reduce the amount of 
combustibles in the building as it can be a fire hazard.  

 
Low 

To be completed 

9.  
 
A fire drill had been undertaken; however, 
written records were not available. 
(NB: It is noted that only two employees 
are working in the Council Offices on a 
regular basis. The councillors, other employees 
and members of the public attend meetings 
once every few months.) 

As with most health and safety legislation it is 
important to document details of when the fire drill has 
been undertaken. 
It is therefore advisable to hold a fire drill at the 
earliest possible opportunity and record the date and time 
when the drill takes place along with the length of 
time it took to evacuate the building. It may be more 
effective to carry this out when the councillors, other 
staff and perhaps members of the public are present in 
the Council Office building. 
Fire drills should be repeated perhaps twice a year to 
ensure that existing and new employees, any visitors and 
councillors are fully aware of the actions to take in an 
emergency. 

 
 
 
 

Medium 

17th March 2021 

10. 
 
Fire Risk Assessment for the premises is over one 
year old and has not been reviewed. 

There is a risk assessment in place, and it needs to be 
reviewed and updated. It is legally required for the premises 
to have a suitable and sufficient fire risk assessment in order 
to maintain fire safety. 

Once this is carried out, the employees and councillors to be 
briefed and they need to be familiar with the contents of this 
risk assessment. 

 
 

Medium 

15th January 
2021 

 



Gas Safety 

 
 
 
 
 
 
 
 
 
 
 
 
 
Legionella 
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Serial Observations Recommendations Priority Date Task 
Completed 

11. 
 
 
 
 
There was no documentation available to 
confirm the gas appliance(s) had been 
inspected. 

Contact the company who carried out the inspection 
and request relevant copies of the inspection 
documentation. 
If this is not possible, arrange for another inspection 
and ensure the documentation is provided. Gas 
appliance and flue inspections should be completed 
annually or as advised by the engineer. 
Inspection documentation should be kept on file for the 
life of the appliances. 
When the system has been checked, it is important to 
keep an appropriate certificate/work sheet on file for 
future reference. 

 
 
 
 
 

Medium 

To be completed 

 

Serial Observations Recommendations Priority Date Task 
Completed 

12.  
 
 
The water systems on the premises are considered 
low risk with regards to exposure to legionella 
bacteria as there are no tanks holding water. A 
simple risk assessment has not been carried out. 

All systems require a risk assessment, however not all 
systems will require elaborate control measures. 

The risk assessment for the premises may show that the risks 
are low and are being properly managed so there is no need to 
take any further action. 

Examples of low risk situations are: 

• Small buildings without individuals that are in the “at 
risk” category. 

• Where water usage is sufficient to turn over the 
complete system on a daily basis. 

 
 
 
 

Medium 

15th December 
2020 

 



 
 
 
 
 
 
 
 
Maintenance and Repair 

 
 
 
 
 
 
 
Racking and Storage Systems 
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  • Where cold water is not fed from storage tanks. 
• Where hot water is fed from instantaneous heaters at 

>50C 
• Where the only water outlets are toilets and wash 

basins. 

Once refurbishment is completed, a new water hygiene risk 
assessment will be needed. 

  

 

Serial Observations Recommendations Priority Date Task 
Completed 

15. 
 
There was no risk assessment compiled for the use 
of the racking. 

Compile a suitable and sufficient risk assessment for the use 
of the racking. 

This assessment should outline how the racking is to be used 
and indicate information like safe weight limits, inspection 
regimes, what should be stacked at what level etc. 

 
 

Medium 

14th December 
2020 

 

Serial Observations Recommendations Priority Date Task 
Completed 

13. At the time of the visit there is no evidence to 
suggest that the hot water dispenser in Victory Hall 
has been serviced. 

Please ensure that the dispenser is serviced, and the records 
are kept. Medium 

To be 
completed 

14. One door handle in the Council Offices was broken. This handle to be repaired. It was intimated at the time of 
inspection that this is due to be repaired shortly. 

 Early August 
2021 

 



 
 
 
 
Working at Height 
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  All relevant employees should be advised of the 
risk assessment and should sign to say that they 
understand and will follow all designated control 
measures  

  

 

Serial Observations Recommendations Priority Date Task 
Completed 

16. There was an inadequate ladder inspection regime 
in place. 

One ladder in the Council Office was inspected and tagged. 
There are two more in the Victory Hall (Cleaner’s room). 
They need to be inspected and tagged and all ladders to be 
logged in the system. 

 
Medium 

13th September 
2021 

 



Appendix 5  
CCTV POLICY           

1.0     Background  
 
1.1 Chigwell Parish Council must comply with the requirements of the Data Protection Act 2018, the Information 

Commissioners CCTV Code of Practice and the Freedom of Information Act 2000. Accordingly, a policy which 
determines the use of the CCTV systems for overt surveillance should be adopted.  

 

2.0 Purpose  
 

2.1 To observe the statutory requirements and confidential nature of the CCTV systems this policy establishes 
the following: 
 

• the manner these this facility will be used.  
 

• the sites from which recordings will be made.  
 

2.2  This policy regulates how the CCTV systems will be managed in a confidential manner.  
 

2.3  CCTV surveillance is maintained using cameras located at:  
 

♦ Brook Parade 
♦ Chigwell Row 
♦ Chigwell Cemetery 

 

2.4  The policy will be reviewed annually to ensure the service operates in alignment to the public interest and meets 
with the relevant legislative requirements.  

 

3.0  Objectives  
 

• To deter crime  
• To assist in detecting crime  
• To reduce the fear of crime  
• To improve public protection  
• To improve the safety of residents, visitors and the business community  
• To facilitate the apprehension and prosecution of offenders in both criminal and public order offences  
• To discourage anti-social behaviour 
• To assist the Council in monitoring and managing its assets and areas of responsibility  

 

4.0  Statement of Intent  
 
4.1  The CCTV System is registered with the Information Commissioner under the terms of the Data Protection Act 

2018 (the Act). We will operate the system in accordance with the requirements of the Data Protection Act and 
the Commissioner's Code of Practice.  

 

4.2  Chigwell Parish Council will treat the information obtained by the system as protected under the Act.  
 

4.3  Cameras will be used to monitor activities within and around at Brook Parade, Chigwell Row and Chigwell 
cemetery, identify criminal activity or anti-social behaviour actually occurring, anticipated, or perceived, for the 
purpose of securing the safety and well-being of the public or security of council property.  

 

4.4.  Cameras are not focused on private homes, gardens or other areas of private property.  
 

4.5  Data secured as a result of CCTV will not be used for any commercial purpose. Data will only be released to the 
Police for use in the investigation of a specific crime upon receipt of appropriate request from the police. Data 
will not be released to the media unless the police confirm that it would be in the public interest.  

 

4.6  The planning and design of the system endeavours to ensure that it will give maximum effectiveness and 
efficiency, but it does not guarantee to cover or detect every incident taking place in the areas of coverage.  

 

4.7 Warning signs, as required by the Information Commissioners have been placed at areas covered by the CCTV.  
 

 
 
 
 



5.0 Operation of the System  
 

5.1  The Scheme is administered and managed by the RFO/Cemetery Registrar, in accordance with this policy.  
 

5.2  Day to day management of the system will be the responsibility of both the RFO/Cemetery Registrar.  
 

5.3  The CCTV system will operate continuously 24 hours a day, every day of the year; subject to operational 
considerations.  

 

6.0.  Control of Equipment  
 

6.1  The system will be periodically checked to confirm the efficiency of the system, ensuring the equipment is 
properly recording and the cameras operational.  

 

6.2  Access to the equipment will be restricted to the RFO/Cemetery Registrar, maintenance contractors and approved 
monitors.  

 

6.3  Viewing of the recordings is restricted to those legally entitled to access (i.e. the Police for the prevention and 
detection of crime). Appropriate evidence of authority will be required before access is allowed.   

 

6.4     If a serious incident is viewed on the system appropriate emergency services will be summoned.  
 

7.0    Recordings used in Evidence  
 

7.1  Recordings may be viewed by the Police for the prevention and detection of crime; authorised staff for supervisory 
purposes, demonstration and training.  

 

7.2  Viewing and/or applications for recordings by the Police must be recorded in writing. Requests by the Police can 
only be actioned under the Data Protection Act 2018.  

 

7.3 Applications received from outside bodies to view or release CCTV Data will be referred to the RFO/Cemetery 
Registrar. Data will normally be released where satisfactory documentary evidence is produced showing that they 
are required for legal proceedings, a subject access request, or in response to a Court Order. A fee can be charged 
in such circumstances: £10 for subject access requests; a sum not exceeding the cost of materials in other cases.  

 

8.0 Viewing Data  
 

8.1 Recordings may be viewed by the Police for the prevention and detection of crime, the Clerk to the Council and 
the RFO/Cemetery Registrar may view for similar reasons and for security purposes, demonstration and training.  

 

8.2 Records will also be maintained of any viewings by authorised authorities and a register maintained for this 
purpose. Requests by the Police can only be actioned under the Data Protection Act 2018.  

 

8.3 The Data Protection Act provides Data Subjects (individuals to whom "personal data" relate) with a right to data 
held about themselves, including those obtained by CCTV.  

 

8.4 Requests for Data Subject Access should be made to the RFO/Cemetery Registrar; a charge of £10 will be made 
to cover administration costs.  

 

9.0 Breaches of the Policy (including breaches of security)  
 

9.1 Any breach of this policy will be initially investigated by the Clerk to the Council, in order for appropriate action 
to be taken. A report of the incident will be made to council together with any recommended actions to remedy 
the breach. Note: A breach by council staff could lead to disciplinary action.  

 

9.2 Any serious breach of the policy may be further investigated by an independent investigator reporting on 
recommendations to remedy the breach.  

 

10.0 Assessment of the Scheme  
 

10.1 Performance monitoring, including random operating checks, may be carried out on site.  
 

11.0 Complaints  
 

11.1 Any complaints about the CCTV system should be addressed to the Clerk. 
 

12.0 Public information  
 

12.1 Copies of this policy are available to the public on the Council's website or in paper form from the Parish office.  
 
ICO Registration: Z2893347 
 

Policy Adopted: September 2020 
 

Next Review: October 2021 
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