
Marden Memorial Hall
Health and Safety Statement
This is the Health and Safety Policy Statement of:

Marden Memorial Hall Management Committee
The Marden Memorial Hall Management Committee recognises and accepts its responsibility to ensure, so far as is reasonably practicable, the health and safety of all its staff, contractors, visitors and members of the public who may be affected by its work activities. 

The aim is to promote, set and maintain the highest standards for health, safety and welfare matters. This will be achieved by:-

· providing adequate control of the health and safety risks arising from work activities;

· consulting with staff on matters affecting health and safety;

· providing and maintaining safe plant and equipment;

· maintaining systems of work that are safe and without risk to health;

· ensuring safety during the handling, use and storage of articles and substances which are inherently or potentially dangerous;

· providing adequate information, instruction and supervision for staff;

· ensuring all staff are competent to do their work;

· preventing accidents and cases of work-related ill health as far as possible;

· maintaining safe and healthy working conditions & welfare facilities; and

· reviewing and revising this policy as necessary at regular intervals.
The Memorial Hall Committee will try to eliminate or control any hazard which may result in personal injury, illness, fire, security losses, property damage or harm to the environment. It is most important that you notify management of ANY matters of concern.
The allocation of safety duties and the arrangements to implement this Policy are set out below. Successful implementation shall only be achieved by compliance with legal requirements, dedication and co-operation of staff at all levels and provision of adequate funding and resources by the business. 
This Policy requires the co-operation of all members of staff and visitors. The Policy applies to all staff and others under the control of the business, including the self employed, casual workers, visitors and contractors.

Signed:                        …………………………………...
Chairman/Secretary/Treasurer* (delete as relevant)
on behalf of The Marden Memorial Hall Management Committee
Date:   


Review date: March 2021
This Policy Statement will be reviewed annually.

RESPONSIBILITIES
The responsibility for health & safety rests with everyone, from the Trustees through to each person at the hall. 

1.1
  Responsibility for health and safety is that of: MARDEN MEMORIAL HALL MANAGEMENT COMMITTEE 
1.2
To ensure health and safety standards are maintained / improved, the people named below are responsible for ensuring that all activities under their control are carried out in accordance with the health and safety policy, standards and safe working procedures; and in compliance with statutory provisions:

	Area of Responsibility
	Name
	Title

	Staff
	HR Committee
	Marden Memorial Hall Trustees

	Buildings
	Hannah Cale
	Marden Memorial Hall

Facilities Manager

	Implementation
	Trustees
	Marden Memorial Hall Trustees


1.3
Everyone must co-operate with the Facilities Manager to achieve a healthy and safe   workplace, and take reasonable care of yourself and others. 
1.4
Everyone is expected to display constant vigilance in the identification and control of risks. If you notice a health or safety problem which cannot be put right, you must immediately report the matter to the Facilities Manager.
1.5
Everyone at work has legal duties under the Health and Safety at Work etc. Act 1974. In particular, you must:
· co-operate with the Marden Memorial Hall Management Committee and Facilities Manager on health and safety matters. You must follow the health and safety rules established;
· take reasonable care for your own health and safety and that of others who may be affected by your acts (what you do) or omissions (what you fail to do. You must carry out your duties in a safe and proper manner to fulfil this duty;

· co-operate, so far as is necessary, to enable any legal duty or requirement imposed on the Marden Memorial Hall Management Committee or Facilities Manager to be complied with;

· not to intentionally or recklessly interfere with or misuse anything provided in the interest of health, safety or welfare. Note: this includes all forms of horseplay, vandalism and theft of such items.
1.6
Failure to comply with these requirements could lead to action being taken by the committee and/or prosecution by the Health & Safety Executive (HSE).
NEVER DO ANYTHING THAT YOU THINK IS NOT SAFE

SUMMON HELP IF YOU ARE IN DOUBT

NEVER DO ANY NEVER DO ANYHING THAT YOU THINK IS NOT SAFE 

SUMMON HELP IF YOU ARE IN DOUBT. NEVER DO ANYTHING THAT YOU THINK IS NOT SAFE 

SUMMON HELP IF YOU ARE IN DOUBT.THING THAT YOU THINK IS NOT SAFE 

SUMMON HELP IF YOU ARE IN DOUBT.
Health & Safety Risks Arising From Work Activities

Under the Management of Health and Safety at Work Regulations 1999, Marden Memorial Hall Management Committee has a duty to assess risks to the health & safety of anyone who may be affected by our work activities. It is the policy to ensure no-one is put at risk from its activities as far as possible.
Our duty to protect includes the following categories of people: 

· Staff / Staff with known disabilities 

· Trainees/students/volunteers/temporary workers 

· Visitors and the general public 

· Contractors 

· Trespassers 

Hazard means anything that has the potential to harm. Risk is the likelihood of that hazard causing harm to someone. 
The hazards identified should be eliminated or controlled to the lowest level which is reasonably practical. 
Assessments will be reviewed regularly (e.g. annually) or when work activity changes, whichever is soonest.
For further information please see NFU Mutual Advice Manual and our General and specific Risk Assessments.

CONSULTATION WITH EMPLOYEES
Under the Health and Safety (Consultation with Employees) Regulations 1996 Marden Memorial Hall Management Committee has a duty to consult staff either directly or through elected representatives on matters relating to health and safety. 
Consultant and communication will be undertaken regularly and significant discussions will be noted and record shall be retained.
If you have any concerns about any health & safety matters you should feel free to contact any member of the Management Committee or the Facilities Manager
THIS CAN BE DONE ANONYMOUSLY AND IN CONFIDENCE

No action will be taken against any member of staff who raises any

health & safety related concerns
SAFE PLANT AND EQUIPMENT
Under the Provision and Use of Work Equipment Regulations 1998, The Pressure Systems Safety Regulations 2000 and the Lifting Operations and Lifting Equipment Regulations 1998, the Marden Memorial Hall Committee has a duty to ensure that all plant and equipment that requires maintenance (including statutory testing) is identified and that the maintenance work is undertaken.

Staff and those under its control may not use equipment unless they have been trained and authorised. 
Always check machinery and equipment before use - do not use anything in a dangerous condition. Any equipment believed to be faulty, worn or hazardous must not be operated. Always check the guards are in place before use. 
All equipment (machinery) must be made safe before making an adjustment or undertaking maintenance - especially if necessary to remove guards for these tasks; all equipment must be isolated before clearing blockages, cleaning or maintenance.
ELECTRICS
The electrical installation will be tested for electrical safety at appropriate intervals by a competent contractor.  

Portable electric appliances will be inspected by a trained member of staff and periodically tested for electrical safety (PAT Testing) by a competent contractor. Staff must check the condition of electrical equipment before each and every use.

SAFE HANDING AND USE OF SUBSTANCES
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Under the Control of Substances Hazardous to Health Regulations (CoSHH) 2002, the Marden Memorial Hall Committee has a duty to assess the risks from both hazardous substances that are used (e.g. cleaning chemicals, solvents, paints, oil, etc.) and hazardous substances generated from work activities (e.g. dust, fume, vapour, etc.).  

Assessments will be reviewed annually or when the work activity changes, whichever is soonest.

For further information please see NFU Mutual Advice Manual and our CoSHH Assessments.

INFORMATION, INSTRUCTION AND SUPERVISION
The Health and Safety (Information for Employees) Regulations 1989 requires the Marden Memorial Hall Committee to display a poster telling employees what they need to know about health and safety. 

We also have a responsibility to all contractors, business visitors, clients and members of the public. We undertake to provide a safe working area to the extent that is within our control and to highlight any special hazards which are unlikely to be immediately apparent to the person concerned. The person arranging contractors work or inviting business visitors onto the site is responsible for ensuring that the information is provided.

COMPETENCY FOR TASKS AND TRAINING
[image: image20.wmf]The law requires the Marden Memorial Hall Committee to provide appropriate information, instruction and training regarding health and safety at work. This is to enable all to work safely for the benefit of yourself and other people. Induction and job specific training is provided.
The following activities must only be undertaken by specifically authorised staff, who will normally have successfully completed a specific training course. This is because the tasks are either potentially hazardous or legislation demands authorised persons only: 
· working at height (e.g. using ladders or step ladders),
· manual handling

· handling & use of chemicals 

· use of gardening equipment

· managing abusive / violent persons

· driving for Marden Memorial Hall business
ACCIDENTS, FIRST AID AND WORK-RELATED ILL HEALTH
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The Marden Memorial Hall Committee will ensure, so far as is reasonably practicable, that all accidents and dangerous occurrences are reported internally and, where appropriate, to the enforcing authority. In addition, all accidents and dangerous occurrences will be investigated and reasonable measures put in place to prevent recurrence.  All accidents, cases of work-related ill health and dangerous occurrences are to be reported.

First Aid Kits are kept in the Main Hall kitchen and John Banks Hall kitchen.  A further First Aid Box can be found in the Parish Council Office during office opening hours.  All groups are advised to have their own first aid kit and qualified first aider. Report any accidents (via Accident Book stored with First Aid Kits) and health concerns immediately to management.
To avoid ill-health, always wash your hands thoroughly with soap under hot running water before eating, drinking or smoking. Alternatively use waterless hand sanitisers.

Always cover cuts and broken skin with plasters before work and/or use gloves. Good standards of personal hygiene must be maintained.
It is the Management Committee policy to do everything that is reasonably practicable to reduce the risk of work-related stress. If any member of staff feels that they are suffering from excessive pressure, anxiety or other symptoms of stress, they should speak to someone from the Management committee.
Help and support is available from:  The Samaritans, 08457 90 90 90, (24 hours a day)

Alcohol & Drugs
The consumption at work of alcohol or the use of controlled drugs is strictly forbidden. Any person found to be using controlled drugs will be removed for their own safety and that of others, and could be subject to appropriate repercussions. No alcohol or controlled drugs are permitted to be brought onto the premises without authorisation by the Management Committee and only within the terms of any event license.  
The use of prescribed drugs should be notified to management, so as to ensure job placement is not affected by the use of such drugs (e.g. some antihistamines can make you drowsy, a particular risk while driving or operating equipment).

Manual Handling
Employees must adopt safe lifting techniques whenever the movement of goods is unavoidable, or not possible with a lifting device.  Always seek assistance whenever heavy or awkward loads are to be moved manually. Any load above 25 kg, or a weight which you feel is too heavy for your capacity, must be subject to team lifting. 
Carrying and lifting of objects should always be done with great care. 
Never attempt to manually lift loads above 25 kg alone - always seek assistance. 

EMERGENCY FIRST AID
Should we have this included?
Take care not to become a casualty yourself whilst administering first-aid. Use protective clothing and equipment where necessary.

Send for help immediately. If an ambulance is required arrangements should be made for it to be directed to the scene without delay.

Call a first aider. If a first aider is not immediately available in an emergency then the following guidelines may be followed:

	PROBLEM
	ACTION TO BE TAKEN

	Bleeding
	Control the bleeding by applying pressure to the wound with your hand or a clean cloth. Raising the bleeding limb (unless it is broken) will help reduce the flow of blood. Dressings should not be applied by anyone other than a qualified first aider or emergency services.


	Suspected broken bones
	Do not remove the casualty unless he/she is in a position which exposes him to immediate danger.



	Burns and Scalds
	Do not remove clothing sticking to the burns or scalds or blisters. If burns or scalds are small, flush with plenty of clean, cool water then see a first aider. If burns are large or deep send the casualty to hospital immediately.


	Chemical Burns
	Avoid contaminating yourself with the chemical.  Remove any contaminated clothing that is not stuck to the skin. Flush with plenty of clean, cool water until help arrives. Send the casualty to hospital with details of the chemical involved.


	Eyes
	For loose foreign bodies in the eye, wash out with clean cool water. For chemicals in the eye, wash out the open eye continuously with clean, cool water for 10-15 minutes. People with eye injuries should be taken to hospital with the eye covered with an eye pad.


	Electric Shock
	Do no touch the casualty until the current is switched off, stand on some dry insulating material and use a wooden or plastic implement to free the casualty from the electric source. If breathing has stopped, start mouth-to-mouth breathing and continue until casualty starts to breathe by himself/herself, until professional help arrives or you are physically exhausted.


	Gassing
	Use suitable protective equipment.  Move casualty to fresh air. If breathing has stopped, start mouth-to-mouth breathing and continue until casualty starts to breathe by himself or until professional help arrives. Send to hospital with a note of the gas involved.


	Unconscious Patients
	If the patient is unconscious and not breathing carry out artificial respiration. If breathing, place in the recovery position. Keep the casualty warm and covered.


	Minor Injuries
	Casualties with minor injuries may wash their hands and apply a small sterilised dressing from the first-aid box.



EMERGENCY PROCEDURES – FIRE AND EVACULATION
Fire extinguishers are maintained and checked on an annual contract. The fire assembly points are: (1) to go to the front garden of the building; or (2) the far corner of the rear car park. You must familiarise yourself with the Management Committee emergency procedure.

Smoking
Smoking materials are generally a major cause of fires through careless disposal and must be rigorously controlled. No smoking is allowed anyway inside the Marden Memorial Hall premises.  The only permitted smoking is outside in the designed and signed areas, at the rear of the Hall.
No candles or other naked flames are permitted.
EMERGENCY CONTACT DETAILS
	Name
	Contact
	Address
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	Hannah Cale
(Facilities Manager)
07562 625262
Mardenmemorialhall@yahoo.co.uk 

	Parish Office, Marden Memorial Hall

Goudhurst Road | Marden | Tonbridge | Kent 

TN12 9JX 



	Alternative Contact s
	Ian Newton: Chairman: 
Alison Hooker: Treasurer : treasurermmh@yahoo.com
Anne Thomson: Secretary: secretarymmh@yahoo.com 
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	In an emergency always dial 999

Maidstone Hospital Call 01622 729000
Tunbridge Wells Hospital

Call 01622 729000 

	Hermitage Lane

Maidstone

Kent ME16 9QQ
Tonbridge Rd
Tunbridge Wells

Kent TN2 4QJ

	[image: image3.png]Kent Fire &
Rescue Service




	In an emergency always dial 999

Maidstone Fire Safety Office 

Fire Safety Manager 

01622 774 126
	Maidstone Fire Safety Office 
(incorporating Swale and Ashford)


Loose Road | Maidstone | ME15 9QB

maidstonefiresafety@kent.fire-uk.org


	[image: image4.jpg]



	If life is in danger or crime is in progress call 999

Kent Police Call 101

	Marden and Yalding

Nicola.morris@kent.pnn.police.uk
101
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	0845 345 0055
	www.hse.gov.uk
(www.riddor.gov.uk for accidents)
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	In an emergency always dial 0800 807060

General enquiries: 08708 

506 506.
	www.environment-agency.gov.uk

	


	Health and Safety Consultant Loss Control
07814130929
	Risk Management Services

www.nfumutual.co.uk


WORKPLACE
The Workplace (Health, Safety and Welfare) Regulations 1992, detail the requirements in respect of the workplace, including staircases, floors, ways in and out, toilets and welfare facilities etc. will be kept in a safe and clean condition by cleaning, maintenance and repair. 

Entrances and exits will be well maintained and all flooring and floor coverings will be kept in a sound condition to ensure safe access and egress.

All work areas are to be kept tidy. All materials to be stacked in a stable fashion in designated areas. Spillages are to be cleared up promptly. 

Waste is to be regularly cleared and placed in the designated bin / skip.  Clients must adhere to any special arrangement detailed in contract of Hire. 
Storage of all materials and equipment must within reason be arranged so that it remains without risk to anyone's health and safety - and not blocking entrances, exits or roadways. 

SAFETY SIGNS
The Health and Safety (Safety Signs and Signals) Regulations 1996 set out the minimum requirements concerning safety signs and signals at work. 

	


	MANDATORY - MUST DO!

	


	PROHIBITION - DON’T DO!

	


	Warning – DangeR!

	


	Safe  Condition - The  safe  way


Where appropriate, road traffic signs should be of a design prescribed in the Highway Code for use on public roads.

DISPLAY SCREEN EQUIPMENT
The Health and Safety (Display Screen Equipment) Regulations 1992 apply to workers who “habitually use display screen equipment (DSE) as a significant part of their normal work” (Users).  The main feature of the Regulations is the duty to assess workstations and reduce the risks that arise. 

PERSONAL PROTECTIVE EQUIPMENT (PPE)
Marden Memorial Hall Committee has a policy to provide all necessary safety and hygiene clothing free of charge where identified as a requirement. PPE is provided as a last resort, when the hazard cannot be controlled by other means. This includes gloves, safety footwear, eye protection, hearing protection, high visibility clothing, wet weather clothing etc.

	Eye Protection
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	Goggles, glasses or face shields are mandatory for any job, process or area where there is physical, chemical or biological risk of injury to the eyes.

	Hand Protection




	Gloves must be worn when handling material which could cause physical injury. Rubber or nitrile gloves should be worn when handling chemicals or oils. 

	Hearing Protection
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	Hearing protection to be worn when using noisy equipment or in noisy areas.

	Foot Protection
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	Appropriate footwear must be worn whilst at work. Where identified as a requirement for the task safety shoes will be provided. It is the responsibility of all staff to ensure that they wear appropriate footwear. (i.e. no flip flops)

	Respiratory Protection




	The correct respiratory protection must be worn as necessary. Please note that 'nuisance' dust masks are not sufficient to protect your health. 

	Head Protection
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	Appropriate protective helmets must be worn when undertaking tasks with a potential risk of head injury.

	Miscellaneous
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	High visibility clothing should be worn by anyone working around moving vehicles. 


WORKPLACE TRAFFIC MANAGEMENT
The Workplace (Health, Safety and Welfare) Regulations 1992 place duties on employers to secure a safe workplace. Regulation 17 requires that “every workplace shall be organised in such a way that pedestrians and vehicles can circulate in a safe manner” and that “all traffic routes are suitably indicated where necessary for reasons of health or safety”.

The roadway and car parking area will be clearly and logically arranged, allowing adequate space for vehicle movement, reversing, turning, loading and off-loading. 

When required, e.g. during Events and Performances, car parking will be risk assessed appropriate measures taken.  

DRIVING
The Management Committee notes that driving represents a hazardous activity and accordingly any driving whilst at work will assessed and authorised having taken steps to reduce identifiable risks as far as possible.

· Staff are reminded that the precautions outlined below should be taken to minimise risk:

· plan work to minimise driving requirements;

· ensure that the vehicle is maintained in accordance with the manufacturers instructions, including specific winter and summer precautions;

· During a long journey take sensible breaks and seek to avoid having to complete a full days work followed by a long drive directly afterwards;

· operate the vehicle in accordance with Road Safety requirements;

· limit consequence of accidents and breakdown, by wearing seatbelts, carrying appropriate supplies for bad winter weather driving etc., carrying a travel first aid kit and making use of communication arrangements such as mobile phones in an emergency.

· report the development of any health problem which may limit or prevent driving (such as epilepsy) to management immediately.

We do not require anyone driving on business to make or receive calls whilst driving.  
We do encourage drivers to switch off their mobile phones and make use of the automatic answer machine facility. 
It is also noted that callers to mobile phone users whilst they are driving play an important role in keeping the roads safe. If the person you are speaking to is driving, callers should terminate the call and arrange to speak with them later.

Employees are reminded of the requirement to produce their Driving licence on an annual basis, or as and when requested by management.  Driving endorsements and a driving ban must be communicated to management before using a vehicle at work.
Keys should be removed from the ignition of all vehicles when left unattended.

AREAS OF RISK
There are some activities that present a risk to health and safety. To help reduce the risk of injury we have produced a General Risk Assessment which has considered a variety of the hazardous tasks undertaken and machinery operated. In addition we have produced some Specific Risk Assessments.

All employees should read and follow the guidance detailed in these documents.

The main areas of significant risk are: 

· Falls from height, Falling objects;

· Slip, trip or fall on same level;

· Manual handling;

· Trapped by something collapsing 

· Contact with electricity or an electrical discharge; 

· Fire 

· Exposure or contact with hazardous or biological substances;

· Vehicle Movements

Further task specific assessments shall be developed in the future which will consider additional hazards brought to the Managements attention either as a result of an inspection or audit of the premises, as a result of an incident investigation, or due to changes in premises or activities.

If you wish to discuss the contents of any of the above documents or would like further information, or if you have any comments or ideas on how to improve safety further, please contact a member of the Marden Management Committee.
You must familiarise yourself with the risk assessment documents as the information contained within them is important to ensuring your health and safety at work and the health and safety of others who could be affected by your acts or omissions.
If you are unsure about any issues raised in this policy

please inform  any member of the Management Committee IMMEDIATELY

Do not take chances - IF in doubt - ASK!
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	Facilities Manager Email:  mardenmemorialhall@yahoo.co.uk
Treasurer Email: treasurermmh@yahoo.com
Secretary Email: secretarymmh@yahoo.com 

Health and Safety Policy Statement

	Charity No. 1084260



