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Information for Users of Cosham Baptist Church 
 

For the safety of everyone we ask that all activities and events at CBC are 

conducted in accordance with the following conditions, policies and procedures: 

 

 Page 

 

Conditions of Use of Cosham Baptist Church 

 

 

2 

Room hire Complaints Procedure 

 

3 

Fire Action Procedure 

 

4 

First Aid Provision 

 

5 

Health and Safety Policy 

  
 

5 

 

PAT Testing Policy 

 

7 

Data Protection Policy 

 

7 

Kitchen and Food Hygiene Procedures 

 

8 

 

 

 

 

 

 

 

 

 



 

2 

Updated February 2023 

Conditions of Use of Cosham Baptist Church 

 

Hiring Rooms: The rooms at Cosham Baptist Church may be hired by organisations or persons 

with the following conditions: 

 
1) Provided that the persons hiring the premises observe, fulfil and are subject to the terms 
and conditions of our Liability insurance, they are indemnified in respect of any legal liability in 
respect of injury or damage arising from an incident happening at and in connection with the use 
of the Church buildings. If appropriate, it is the hirer’s responsibility to have their own Public Liability 
Insurance with a minimum Limit of Indemnity of £1million.  A copy of this should be submitted at 
the time of booking. 
 
2) A completed booking form must be submitted to the office  prior to any booking being 
confirmed: 
a) For a single session the approval of the Office Manager or Minister is required. 
b) For multiple sessions, the approval of the Church Trustees must be obtained. 
c) The Minister and Office Manager reserve the right to refer any application to 
the Church Trustees, and the Trustees to refer any application to the Church Members. 
 
3) A fee is payable to Cosham Baptist Church for the hire of rooms.  The figure for this shall 
be agreed prior to the commencement of the use of the premises and hire charges will be subject 
to review annually. 
 
4) A minimum of one month’s notice may be given by either party to terminate the letting or by 
the church to cancel a booking should a room be required for church use.  Cancellation of bookings 
by the hirer with less than one month’s notice may be subject to a charge of up to the full cost of 
hire. In exceptional circumstances, eg. in the event of Portsmouth City council requiring to use the 
building as an emergency rest centre; the church reserves the right to cancel a booking at short 
notice. We would endeavour to inform you should such an event occur.    
 

The following conditions for the use of rooms shall apply to all users (including CBC church 
groups): 
a) Prior to using a room, written request or a completed booking form must be forwarded to the 
church office and agreement given by the Office Manager. 
b) Activities that do not comply with the doctrines or beliefs of the church are prohibited on the 
premises (including Halloween parties and yoga). 
c) To allow our aim of everyone ‘Pursuing life in all its fullness’ we expect all activities to be 
accessible, thus no activities on-site must compromise those with addictive natures (therefore we 
prohibit the serving of alcohol, compulsory participation in raffles and the like).  
d) Any events involving raffles or sales of any kind must gain the prior approval of the church. 
e) Rooms shall not be used for party political meetings. 
f) The legal requirements concerning entertainments and dancing shall be observed. 
g) Smoking or vaping is not permitted anywhere on the church site (including the car park, 
gardens and buggy store). 
h) The security locks on the entrance doors must be used once the session has started. 
i) The primary user1 must sign in at the main reception and, in addition, keep a register of all 
people at their event so that, in case of fire, all attendees can be accounted for. 
j) All users of the premises are expected to respect other groups and individuals on-site. 
k) It is the responsibility of everyone to ensure any equipment brought onto the premises is 
safe and used correctly. 

 
1 The host of an event, hirer or session group leader (including leaders of CBC church groups). 
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l) No equipment except tables and chairs may be used unless by prior agreement and 
requested on booking form. 
m) Rooms shall be left clean and in good order.  Rubbish must be taken away by hirers and 
CBC group leaders must ensure rubbish is dealt with appropriately. 
n) Any damage to the church’s buildings or equipment must be reported and shall be paid for 
by the organisation or individuals responsible. 
o) Rooms shall be vacated by the time allocated and paid for. To respect our neighbours the 
premises must be completely vacated by 10pm at the latest.  Please take this into account when 
organising your event. 
p) The church is not responsible for any possessions or equipment brought on to the church 
premises, or for vehicles parked in the church car parks.  
 

Safeguarding: CBC groups and activities must adhere to our Safeguarding Policy and 
Procedures.  We require all external groups working with children, young people or adults at risk 
on church premises to:  
a) provide confirmation of up to date safeguarding policy and procedures;  
b) ensure all paid staff and volunteers have been subject to DBS checks, in line with national 
government guidance (see https://www.gov.uk/government/collections/dbs-checking-service-
guidance--2);  
c) be able to demonstrate that all paid staff and volunteers have completed the appropriate 
level of Safeguarding training. 
 
Failure to adhere to the Conditions of Use of Cosham Baptist Church may result in the 
cancellation of a regular booking or no further bookings being accepted from the primary user. 
 
 

Room Use Complaints Procedure 
 
Cosham Baptist Church values our relationship with those who use our rooms.  Whilst most 
rooms are used without any issue, we acknowledge that there may be occasions when a user 
may wish to express dissatisfaction about an aspect of their time on-site.  If this occurs, we will 
endeavour to resolve the matter in a sensitive, timely and fair manner. 
 
In the event of wishing to make a complaint, the following procedure should be followed:  
 
● In the first instance, an informal complaint, providing as much detail as possible, should be 
made directly to the Office Manager either verbally or in writing to the church office. We would 
aim to resolve the complaint within two weeks of receiving it. 
 
● Should it prove difficult to resolve the issue informally, the complainant should a make 
more formal complaint, in writing, and send it to the Church Secretary via the church address. 
The Church Secretary will deal with the matter and escalate the issue to the leaders/Trustees of 
the church if appropriate to do so.  Wherever possible we would aim to reach a mutually 
satisfactory resolution within six weeks. 
 
● In the unlikely event that no resolution to the matter can be reached, the hirer would be 
welcome to forward the complaint to an appropriate external body. 
 

 

 

 

 

 

  

https://www.gov.uk/government/collections/dbs-checking-service-guidance--2
https://www.gov.uk/government/collections/dbs-checking-service-guidance--2


 

4 

Updated February 2023 

Fire Action Procedure 

On arrival, ensure that everyone is signed into the building using the signing in book at main 

reception.  Primary users can sign in and indicate that they will keep the register for their 

group/event. 

 

If you discover or suspect a fire, trigger one of the alarm boxes situated at final exit doors of the 

building. 

 

Everyone on site should evacuate the premises once the continuous fire alarm bell sounds and 

the alarm has been raised. 

 

Under no circumstances should anyone stop to collect their possessions. 

 

Call the fire brigade.  If safe to do so, this can be done using the office phone: under normal 

circumstances, the maglock on the office door will disengage when the fire alarm is sounding and 

the office phone can be accessed (press 9 – to get an outside line - followed by 999). 

 

Leaders of groups/parties should take their registers and whoever is nearest to the reception 

desk should take the signing in book. 

 

Please leave the building by following the fire exit routes indicated around the premises. 

 

The lift must not be used in the event of a fire.  

 

Those with limited mobility should wait until more able bodies individuals have evacuated and 

then leave the premises as quickly as they are able. 

 

The fire muster point on evacuation is at the board positioned on the grassed area at the front of 

the premises. 

 

Once everyone has evacuated the premises a roll call should be taken using registers and the 

signing in book to check that everyone has been accounted for. 

 

No one should return into the premises until told to do so by the fire brigade or an appropriate 

person. 

 

Due to the nature of this site, it may be necessary to move from the grassed area to a different 

muster point if directed to do so by the Fire Brigade or an appropriate person. 

 

Under no circumstances should unauthorised persons attempt to use fire extinguishers or silence 

the fire alarm. 

 

It is the responsibility of all who use the premises to make themselves familiar with the details on 

the fire posters located in every room.  Under no circumstances should any fire escape routes or 

exits be blocked by furniture or any other item. 
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First Aid Provision 

 

The main first aid station is situated opposite the lift in the Link corridor.  There are further first aid 

kits and accident books in the main kitchen, on the wall near the door, and in the crèche. 

 

In the event of an accident or medical incident details must be logged in an accident book, kept 

next to each first aid box. 

 

If any supplies from the first aid box are used please notify the church office. 

 

The defibrillator, situated on the wall opposite the lift in the Link corridor, should only be used by 

appropriately trained persons. 

 

A list of appointed person first aiders are named on the board in the Link corridor. 

 

CBC Health and Safety Policy 
 

1 The church recognises and accepts its responsibilities for providing, so far as is reasonably 
practicable, a safe and healthy environment with a view to ensuring the health, safety and welfare 
of all those who use the church premises.  
 

2 The church will, therefore, take all necessary steps within its power to meet its responsibilities 

so far as is reasonably practicable by, among other arrangements:  
 
2.1 maintaining the church premises in a condition that is safe and without risk to health and 
providing and maintaining means of access to and egress from it that are safe and without such 
risks;  
 
2.2 providing and maintaining furnishings and equipment which are safe and without risks to 
health;  
 
2.3 assessing the risk to the health and safety of those who use the church premises;  
 
2.4 ensuring the safety and absence of risks to health in connection with the use, handling, 
storage and transport of articles, equipment, furniture and substances;  
 
2.5 the provision of such information, instruction, training and supervision as is necessary to 
ensure the health and safety of those who use the church premises;  
 
2.6 the provision and maintenance of a proper environment for the church’s employees, leaders, 
helpers and volunteers that is safe, without risks to health, and adequate as regards facilities and 
arrangements for their welfare;  
 
2.7 arranging for suitable induction programmes and training; consulting, where necessary, with 
all employees, leaders, helpers and volunteers on the effectiveness and implementation of this 
policy; and any necessary changes.  
 
2.8 ensuring that adequate funds and resources are made available for carrying out this policy.  
 



 

6 

Updated February 2023 

3 The church’s charity trustees have overall responsibility for health and safety. They have given 
responsibility for the fulfilment of this policy to Sue Ayling as the church’s Health and Safety 
Officer but subject hereto the charity trustees will be responsible for carrying out the 
implementation of the church’s policy and for the issue of supplementary policy statements where 
this may be necessary.  
 

4 The Health and Safety Officer will:  
 
4.1 ensure appropriate risk assessments of the church’s premises and activities are undertaken 
(these to be reviewed annually) and report to the church’s charity trustees as necessary; 
 
4.2 coordinate the implementation of the church’s Health and Safety Policy (including Fire 
Safety);  
 
4.3 coordinate investigations of any accidents and recommend measures for preventing their 
recurrence;  
 
4.4 ensure that accident and other appropriate records are maintained and returned to the 
appropriate bodies;  
 
4.5 ensure that all appropriate arrangements are made to provide for first aid;  
 
4.6 ensure that all food safety legislation is complied with;  

4.7 co-ordinate safety training courses, as may be necessary or desirable, so that specific legal 
requirements are adhered to and that any changes in such requirements are complied with and 
communicated to employees, leaders, helpers and volunteers as necessary;  
 
4.8 ensure that, where necessary, all relevant safety regulations are prominently displayed, that 
all emergency procedure notices are properly exhibited and clearly visible at all times;  
 
4.9 ensure that access to and from emergency exits and fire equipment are not impaired and that 
corridors and stairs are kept free from obstructions other than of a temporary and partial nature.  
 

5 All volunteers, ministers, employees, leaders, and helpers will:  
 
5.1 take reasonable care of their health and safety, and of the health and safety of other persons 
who may be affected by a person’s act or omissions while working or helping.  
 
5.2 as regards any duty or requirement imposed on the church or any person by or under any of 
the relevant statutory provisions, cooperate with the church so far as is necessary to enable that 
duty or requirement to be performed or complied with;  
 
5.3 ensure that they shall not intentionally or recklessly neither interfere with nor misuse anything 
provided in the interest of health, safety or welfare, in pursuance of any of the relevant statutory 
provisions;  
 
5.4 make themselves familiar with and conform to the Health and Safety Policy of the church at 
all times;  
 
5.5 observe all safety rules, procedures, and codes of practice at all times, and in particular be 
fully conversant with the procedures to be followed in the event of a fire or any other emergency;  
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5.6 conform to all the food safety regulations that are applicable to themselves;  
 
5.7 cooperate with the church to enable it to carry out the duties and requirements under the 
provisions of all health and safety legislation, including participating in any initial or other training 
if called upon to do so;  
 
5.8 report to the church’s Health and Safety Officer all accidents or hazardous occurrences or 
dangers whether persons are injured or not as soon as is reasonably practicable;  
 
5.9 ensure that all working equipment and materials used by them are in a safe and 
serviceable condition and that no cables or wires are left in such a position as to be likely to 
cause anyone to trip; 
 
5.10 have regard to the possible consequences of their actions on the health, safety and 
welfare of all those persons who at any time and for whatever purpose may or will use the church 
premises.  
 

PAT Testing Policy 

 

CBC undertakes regular Portable Appliance Testing (PAT) on its appliances.  It is the 

responsibility of everyone to ensure all equipment used on site is safe (i.e. PAT tested) and used 

correctly. 

 

 

Data Protection Policy 
 

Cosham Baptist Church is committed to protecting all information that we handle about people 
we support and work with, and to respecting people’s rights around how their information is 
handled.  CBC has a GDPR compliant Data Protection Policy which is on public display in our 
main office.  and available on request from the church office. 
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Kitchen and Food Hygiene Procedures2 

Food supplied, sold or provided at charity or community events, such as street parties, school fetes or 

fundraisers, must comply with EU food law and be safe to eat. The following are guidelines for provided to 

help users. 

Registration  

If you handle, prepare, store and serve food occasionally and on a small scale, you do not need to 

register. You may need to register with your local authority as a food business if you provide food on a 

regular and organised basis. Our guidance on the application of EU food hygiene law gives practical 

examples of community and charity events selling or supplying food. It will help you decide whether your 

events will require registration.  

Allergen information  

If your activity does not need to be registered as a food business, you don’t have to provide information for 

consumers about allergens present in the food as ingredients. However, we recommend that you do so as 

best practice. If you are a registered food business, you will need to comply with the allergen rules.  

Food hygiene certificates  

You do not need a food hygiene certificate to make and sell food for charity events. However, you need to 

make sure that you handle food safely.  

Keeping food safe  

Following the 4Cs of food hygiene, cleaning, chilling, cooking and avoiding cross-contamination will help 

you prepare, make and store food safely.  

Catering for Large numbers 

Here are some general practical tips for when you're making food for large numbers of people: prepare 

food in advance and freeze it, if you can, but ensure the food is properly defrosted before you use it  

● wash your hands regularly with soap and water, using hand sanitisers if hand washing facilities are 

not available  

● always wash fresh fruit and vegetables  

● keep raw and ready-to-eat foods apart  

● do not use food past its use-by date  

● always read any cooking instructions and make sure food is properly cooked before you serve it  

● ensure that food preparation areas are suitably cleaned and sanitised after use and wash any 

equipment you are using in hot soapy water  

● keep food out of the fridge for the shortest time possible  

 

Food that needs to be chilled, such as sandwich fillings served as part of a buffet, should be left out of the 

fridge for no more than four hours. After this time, any remaining food should be thrown away or put back 

in the fridge. If you put the food back in the fridge, don't let it stand around at room temperature when you 

serve it again.  

Use-by dates 

Use-by dates show how long the food remains safe to eat or drink. Check and follow the use-by dates of 

the food you serve. Food cannot be supplied in any circumstances if its use-by date has passed. This also 

applies if you are supplying people with packaged food from a food bank. WRAP date labelling guidance 

provides advice on how to safely redistribute surplus food and avoid food waste.  

 
2 Source: www.food.gov.uk/safety-hygiene/providing-food-at-community-and-charity-events 

http://www.food.gov.uk/safety-hygiene/providing-food-at-community-and-charity-events
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Foods that need extra care  

Some foods such as raw milk, raw shellfish, soft cheeses, pâté, foods containing raw egg and cooked 

sliced meats are more likely to cause food poisoning than others. If you serve any of these foods, consult 

the Foods which need extra care section in the Safer food better business pack.  

Cakes  

You can serve home-made cakes at community events. They should be safe to eat, as long as: the people 

who make them follow good food hygiene advice the cakes are stored and transported safely  

Making and transporting cakes  

If you make a cake at home:  

● use recipes from reputable sources  

● always wash your hands before preparing food  

● make sure that surfaces, bowls, utensils, and any other equipment are clean 

● don't use raw eggs in anything that won't be thoroughly cooked, such as icing or mousse  

● keep cheesecakes and any cakes or desserts containing fresh cream in the fridge  

● store cakes in a clean, sealable container, away from raw foods  

 

On the day, when you bring in cakes from home or run the stall, you should:  

● transport cakes in a clean, sealable container  

● make sure that cheesecake and any cakes or desserts containing fresh cream are left out of the 

fridge for the shortest time possible, ideally not longer than four hours  

● when handling cakes use tongs or a cake slice  

 

Storing cakes  

You can keep cakes and baked goods with high sugar content in:  

● airtight containers - this will prevent mould growth through absorption of moisture from the 

atmosphere  

● the fridge - cakes will last for longer, but their quality may be affected  

Any cakes with high moisture additions, such as cream, added after baking, should not be left at room 

temperature. They must be stored chilled (in the fridge) and eaten within the shelf-life of the added 

product.  

There are some types of icing, such as ganache and buttercream that can be kept outside the fridge. It’s 

best to store them somewhere cool and dry. Check the guidelines for storage of the particular icing 

product you will be using.  

Using jam jars  

It is safe to re-use glass jam jars occasionally to supply home-made jam or chutney as long as the jars are 

properly washed. If jam jars are re-used, they should be free from chips and cracks, and should be 

sterilised prior to each use. Well-fitting lids will also minimise any hygiene risks to the food in the jars. The 

regulations on food contact materials, which may limit the re-use of jam jars, apply to businesses. These 

regulations are highly unlikely to apply to the use of jam jars for occasional community and charity food 

provision. If you have any concerns about the re-use of jam jars, contact your local authority food safety 

team. 

More detailed Guidance 

For Food Standard Agency detailed guidelines on: allergen rules, cleaning, chilling, cooking, avoiding 

cross contamination, use by dates and food that needs extra care visit: www.food.gov.uk/safety-

hygiene/providing-food-at-community-and-charity-events and follow the links. 

http://www.food.gov.uk/safety-hygiene/providing-food-at-community-and-charity-events
http://www.food.gov.uk/safety-hygiene/providing-food-at-community-and-charity-events

