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Anglican Diocese of Newcastle
Report by Churchwardens
On Parish Buildings

This report is to be carried out and completed by the Churchwardens in respect of every building in the parish.

It is to be forwarded by the Parish Council by 31st March each year to the Diocesan Office.
Please observe the Guidelines for the Inspection of Parish Buildings for Maintenance Purposes [Included]
	Parish
	

	
	

	BUILDING
	

	
	

	BUILDING
LOCATION/ADDRESS


	

	
	

	VALUE OF CONTENTS (for insurance purposes)

(Any 1 item(s)  >$100,000 to be specified) include a separate sheet if insufficient space.  

How much would it cost if you had to replace all the contents items today?  Any item that maybe valuable, should be valued by a recognised valuer. 
	

	
	

	SIGNATURES OF

CHURCHWARDENS
	

	
	

	
	

	DATE
	


Year in which building was constructed






1.
TYPE OF CONSTRUCTION:


Floor:
Timber
(
Stone
(
Concrete
(

Other type of material
(
Please state what other type:  



Walls:
Timber frame
(
Exterior Cladding:
Wood
(
Metal 
(






Fibro
(
Other 




Brick Veneer
(
Double Brick  (
Stone
(



Other Material
(
Please state what other type: 


Interior Linings
(
Please state what type: 



Roof:
Timber frame
(
Tiles 
(  
Slate
(


Steel frame
(
Corrugated Iron 
(
Other type of metal cladding   (



Please state what other type of metal cladding:   




Other type of roof cladding   (
Please state what other type: 




Estimate of time for replacement: 


2.
WINDOWS:
Are they watertight?

Yes
(
No
(



Any reglazing necessary?
Yes
(
No
(



Do they operate correctly?
Yes
(
No
(

If the answer is NO, please state what is necessary to correct 



Stained Glass Windows: How many?

Are they in good condition?
Yes
(
No
(

If NO, please state attention needed: 



3.
WATER LEAKS:  Are there any leaks in roof, gutters or downpipes?   
Yes
(  No  ( 


Are there any leaks in kitchen, bathroom, toilets or laundry?
Yes
(
No  (


If YES, please state what action is required to correct these 





4.
AIR VENTS:
Are all vents unobstructed and working as they should?
Yes
(
No  (


Take special care regarding under floor vents

5.
FIRE EXTINGUISHERS
Are these installed?
Yes
(
No   (

AND SMOKE DETECTORS: 
Is there an adequate number of these devices?
Yes
(
No   (



Have the fire extinguishers been inspected on a regular basis?





Yes
(
No   (



Have the smoke detectors been tested regularly? Yes
(
No   (
6.
VEHICULAR ACCESS:
Are driveways and gutter crossing in good condition: Yes  (
No   (



Is vehicle access adequate?
Yes
(
No   (



If NO, please state action required: 


7.
SIGNS FOR RAMPS, STEPS,
Are these signs appropriate, adequate and clearly seen?


TOILETS AND ACCESS:

Yes
(
No  (



If NO, please state action needed to correct:  

8.
FENCES AND GATES:
Are all fences and gates in good condition?
Yes
(
No  (

If NO, please state action needed to correct: 


9.
STORAGE OF ITEMS LIKELY TO   Do you store gas or petrol or other flammable on parish

AFFECT INSURANCE PREMIUMS:       property?
Yes
(
No  (

If YES, are the storage devices maintained in accordance with government regulations?
Yes ( No (  

What material is so stored? 



10.
HOT WATER SERVICES:   
Are all such services properly located?
Yes
(
No  (

Where are they located? 



Please state if service is gas or electrical:  Gas   (   Electric   ( 

Are there any noticeable leaks or deterioration?   
Yes
(
No  (

If YES, what action is intended? 



11.
GROUND, STORM WATER Are all pipes, pits, tanks in good condition and working as they should?


& SEWERAGE DRAINAGE:

Yes
(
No   (

If NO, please state action required to correct? 



12.
ELECTRICAL SERVICES:


Are all services in safe and adequate working condition?
Yes
(
No   (

Have they been installed as required by regulation?
Yes
(
No   (

If NO, please state what action is required? 




Any action required should be regarded as urgent.
13.
FACTORS AFFECTING USE OF LAND AND BUILDINGS: Are there any factors which would affect the future use of land and buildings by the parish?
Yes
(
No  (

If so, please state what they are: 



14.
HERITAGE BUILDINGS: What are the heritage buildings in your parish? 



These buildings may be subject to special report if required by the Bishop or the Property Approvals Board.  
15.
PEST INSPECTION REPORTS: When was the last report provided in respect of this building?


Please attach copy including a copy of the insurance coverage of the pest inspection company or person.
16.
When was this building last painted? 

17.
How much money has been spent on maintenance of this building in the last financial year?

18.
What is the budget for maintenance on this building for the next year? 


19.
Has the parish followed the guidelines for inspection of parish buildings for maintenance purposes as printed on the wrap-around cover sheet? 


20.  
Does your parish arrange to test and tag all plug in type electrical equipment used in parish buildings? This is particularly important in halls, hall kitchens, parish offices, parish op-shops and any other parish building where people work in a paid or voluntary capacity. 
Yes  
(
No  (

         This inspection is required annually and contractors engaged to do the checking must also have their own equipment tested and tagged.

Guidelines for the Inspection of Parish Buildings for Maintenance Purposes
INTRODUCTION

Inspections of buildings provides benefits to parishes such as advance warning of major problems so they can be dealt with at an early stage when the cost is least, the possibility of budgeting for inevitable major expenses and for programming work in a rational stage by stage way. Regular inspections are a first step in our stewardship of buildings. Parish Councils should realize that they may increase the frequency and scope of the maintenance schedule, but cannot reduce it in any way.

A routine maintenance programme is recommended for clearing out all valleys, gutters, downpipes, gullies and drainage pipes or channels at least twice a year. In some cases this can be done by a member of the parish, otherwise an outside contractor should be used.

JANUARY
Visually check gutters, rainwater downpipes, drains and gullies, remove debris and visually check roofs.


In country areas especially, ensure grass is mowed an adequate distance from the church building to minimize threat and danger from bushfires.

FEBRUARY
Visually check roofs and flashings. Clear any concealed valleys in roof. Test gutters, downpipes and gullies by flushing with water.

MARCH
Remove any vegetation from walls and base of buildings. Spray weed killer if necessary and on paths. Remove any accumulation of rubbish which may be a vermin or fire hazard.

APRIL
Check roofs of church, hall, rectory and other buildings for soundness and waterproofing. Where possible, check roof timbers and sub-floor for termite attack. Check all timber furniture for similar attack and treat if necessary. Ensure that any caps are in place and effective. Ensure that sub floor access exists.

MAY
Check all electrical installations and carry out any maintenance required. Ensure heating devices are working adequately and correctly. Check fuel storage devices for safety and proper operation.

JUNE
Oil all locks and hinges of doors and windows of every building. Check boundary fences, gates and trees.

JULY
Visually check all gutters, downpipes and gullies.

AUGUST
Test gutters, downpipes and gullies by flushing  with water. Rod Drains. Inspect roofs and make sure there are no leaks. Check toilets and soil and waste drainage systems of all buildings.

SEPTEMBER
Check that lightning conductors are still secure and operative. Where possible and where accessible, check that water pipes or drainpipes under buildings are not leaking.

OCTOBER
Check main walls, inside and out, for settlement, pointing, dampness and condition of internal surfaces. Take notes for comparison with next inspection using photographic evidence where considered necessary for evidential purposes.


Check tower and spire, check windows for glazing and ventilation. Check sub-floor and other timbers again for termite infestation.


Check general condition of flagpoles, bells, bellframe and clocks. Also check for stability of these items.


Check exterior and interior painted surfaces for deterioration. Remedy deterioration if necessary.

NOVEMBER
Check and test all fire protection and safety devices. Check and test all security devices (including screens and doors) to ensure proper operation. Inspect works of art, memorials, tombstones for deterioration or damage.

DECEMBER
Oil all locks and hinges of doors and windows of every building. Check boundary fences, gates and trees. In seaside areas especially, check for metal corrosion of any part of the building and take corrective action.
GENERAL
Every two years, clean down all internal decorated surfaces and external decorated surfaces.



Every four years redecorate external wood and metal work.


In inspections throughout the year, do not hesitate to use photographic or video tape evidence where and when necessary.



Binoculars can be useful for checking roofs, flashings and valleys.
Page 2

