	Banner Cross Methodist Church - Job Description

	Post
	Insurance Officer
	Approved
	

	Post Holder
	
	Date Appointed
	

	Deputy
	
	Date Appointed
	

	CRB Check
	No
	Renewal Date
	

	Aims
	To make recommendations to Church Council on the adequacy of insurance cover. To deal with all matters relating to the insurance policy and claims with the insurance provider. To notify the insurance provider of any new or occasional activities.

	Job Description
	1. Periodically review the insurance cover and make   recommendations to Church Council on its adequacy. 

2. Liase with the insurance provider on all matters of insurance.

3. Ensure that recommendations made by the insurance provider are implemented.

4. Notify the insurance provider of any changes in the risks of the church such as new activities, as required by the insurance provider.

5. Ensure that the risk register is kept up to date with new risks, and that where possible as identified in the risk register, risks are being reduced.

6. Periodically review the risk register and report to Church Council on the position of the risks within it.

7. Ensure that risk assessments are done for activities and keep a central file of the risk assessments.

8. Where there is an insurance claim or potential insurance claim notify the insurance provider at the earliest opportunity.

9. Ensure that the Health and Safety Policy is reviewed periodically and that it is monitored.

10. Ensure that fire drills take place regularly.

	Other
	


