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Policy statement

Part 1: Statement of Intent

This is the health and safety policy statement of:

	Templeton Village Hall



Our health and safety policy is to:

	
· Provide healthy and safe working conditions, equipment and systems of work for Templeton Community Council members, hirers, users and other visitors.

· Keep the village hall and equipment in a safe condition for all users.

· Provide advice and information as is necessary for Templeton Community Council members, hirers and other visitors.

It is the intention of Templeton Community Council to comply with all relevant health and safety legislation and to act positively where it can reasonably do so to prevent injury, ill health or any danger arising from its activities and operations.

Templeton Community Council considers the promotion of the health and safety of those who use its premises, including contractors who may work there, to be of great importance. Templeton Community Council recognises that the effective prevention of accidents depends as much on a committed attitude of mind to safety as on the operation and maintenance of equipment and safe systems of work. 

In order to achieve this, the community council will seek to encourage its hirers, contractors and those who use the hall to observe and follow safe working practices and published guidance.

Hirers, contractors, volunteers, and visitors will be expected to recognise that there is a duty on them to comply with the practices set out by Templeton Community Council, with all safety requirements set out in the hiring agreement and with safety notices on the premises and to accept responsibility to do everything they can to prevent injury to themselves or others.




Signed: (On behalf of Templeton Community Council)

	Signed:

	Date: 



	Print name:

	Review date: September 2021


Part 2: Responsibilities for Health and Safety


1. Overall and final responsibility for health and safety:

	
The Templeton Community Council has overall responsibility for health and safety at Templeton Village Hall.





2. Day-to-day responsibility for ensuring this policy is put into practice:

	The person(s) delegated by Templeton Community Council to have day to day responsibility for the implementation of this policy is/are

	Name
	Clerk Templeton Community Council

	Telephone number
	07999 833038

	Address
	

	Email address
	clerktcc@gmail.com









3. To ensure health and safety standards are maintained/improved, the following people have responsibility in the following areas:

	First Aid box
	Templeton Community Council

	Reporting of accidents
	Responsible person for the event

	Fire precautions and checks
	Templeton Community Council

	Training in hazardous substances and equipment
	Responsible person for the event

	Risk assessment and inspections
	Templeton Community Council

	Information to contractors
	Templeton Community Council Clerk

	Information to hirers
	Templeton Community Council Clerk / Secretary TCHT

	Insurance
	Templeton Community Council Clerk




4. All visitors of the hall should:

· Co-operate with the community council on health and safety matters;

· Take reasonable care of their own health and safety; and

· Report all health and safety concerns to an appropriate person (as detailed above).


It is the duty of all volunteers, hirers and visitors to take care of themselves and others who may be affected by their activities and to co-operate with Templeton Community Council in keeping the premises safe and healthy, including the grounds.

It is the responsibility of hirers to ensure that adequate safeguards are in place to protect the wellbeing of the disabled, children and vulnerable adults.

Should anyone using the hall come across a fault, damage or other situation which might cause injury and cannot be rectified immediately they should inform a member of Templeton Community Council or the Clerk should be notified as soon as possible so that the problem can be rectified. 

Where equipment is damaged or otherwise faulty a notice should be placed on it warning that it is not to be used and a member of Templeton Community Council or the Clerk should be notified as soon as possible (see section 2 for contact details). 

A plan is displayed in the hall which shows the location of the emergency exits, fire doors, and fire extinguishers/fire blanket.






Part 3: Arrangements for Health and Safety Procedures

1. Licence

	The village hall has a premises licence authorising the regulated entertainment and licensable activities.  A copy can be found in Appendix A.





2. Fire precautions and checks

Templeton Community Council approved a fire risk assessment which was carried out on 12th July 2020 in accordance with the Regulatory Reform (Fire Safety) Order 2005. This will be reviewed annually.

The Fire Risk Assessment can be found in the Hall log book

	Templeton Community Council will have the responsibility for inspecting the fire safety equipment and employ suitably trained and qualified contractors to undertake regular testing.




	Local fire station contact name
	Narberth Fire Station

	Fire station contact telephone number
	0370 6060699




Company hired to maintain and service fire safety equipment:

	Name: Fire and Security (FAS)
	

	Address: Unit 3 Cambrian Park, Cillefwr Ind. Est., Carmarthen, SA31 3RB
	

	Telephone number: 01267 243642
	

	Location of service record: Stored with Clerk Templeton Community Council
	








3. Procedures in case of accidents

	The location of the nearest…

	Hospital Accident and Emergency Dept:
	Doctor’s surgery:

	Withybush General Hospital
Fishguard Road
Haverfordwest
SA61 2PZ
01437 764545
	Narberth Surgery
Northfield Road
Narberth
SA67 7AA
01834 860237




	The First Aid box is located in:

	Kitchen

	
The person responsible for managing supplies is:

	Clerk of Templeton Community Council

	
The accident book is kept:

	Clerk of Templeton Community Council

	
This must be filled in whenever an accident occurs.




	Any accident must be reported to a member of Templeton Community Council or the Clerk

	

The person responsible for completing RIDDOR forms and reporting of accidents is:

	Clerk of Templeton Community Council



NOTE – The following major injuries or incidents must be reported under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013)

Specified injuries

· The death of any person, with the exception of suicides
· Fractures, other than to fingers, thumbs and toes
· Amputations
· Any injury likely to lead to permanent loss of sight or reduction in sight
· Any crush injury to the head or torso causing damage to the brain or internal organs

· Serious burns (including scalding) which 
· Covers more than 10% of the body
· Causes significant damage to the eyes, respiratory system or other vital organs

· Any scalping requiring hospital treatment
· Any loss of consciousness caused by head injury or asphyxia

Please see the RIDDOR page in the health and safety file for more information and how to make a report.


4. Safety rules

All hirers will be expected to read the whole of the hiring agreement and should sign the hiring form as evidence that they agree to the hiring conditions. All new hirers will be given information by the Clerk about the health and safety procedures at the hall which they will be expected to follow and information on the location of the accident book and health and safety file.

A copy of the hiring agreement rules can be found in Appendix B.


5. Contractors

Templeton Community Council will check with contractors (including self-employed persons) before they start work that:

· The contract is clear and understood by both the contractor and Templeton Community Council.
· The contractors are competent to carry out the work e.g. have appropriate qualifications, references, experience.
· Contractors have adequate public liability insurance cover.
· Contractors have seen the health and safety file and are aware of any hazards which might arise (e.g. electricity cables or gas pipes).
· Contractors do not work alone on ladders at height (if necessary, a volunteer should be present).
· Contractors have their own health and safety policy for their staff.
· The contractor knows which member of Templeton Community Council is responsible for overseeing that their work is as asked and to a satisfactory standard.


6. Insurance

The company providing the halls insurance cover:

	Name of insurer:
	Zurich Insurance Plc.

	Type of insurance:
	Select for Local Councils

	Date of renewal:
	31st May 2021




7. Review of health and safety policy

Templeton Community Council will review this policy annually. 

	The next renewal is due in: 
	September 2021






Templeton Community Council members with responsibility for aspects of health and safety will report to the council members regularly, including any accidents, faults, misuse by hirers or other matters which could affect the health and safety of hall users. 




	RISK ASSESSMENT



	Risk assessment for: Templeton Village Hall
	Date of risk assessment: 



	What are the hazards?
	Who might be harmed and how?
	What are you already doing?
	What further action is necessary?
	Action by who?
	Action by when?
	Done

	Slips, trips and falls
E.g. Uneven surface of car park, cleaning floors etc.
	Users of the hall and car park may suffer injuries such as fractures or bruising if they slip, e.g. on spillages or trip over objects.
	· Car park surface maintained to be as even as possible.
· Parking spaces for visitors with disabilities available next to hall entrance.
· Good lighting in car park and all rooms in hall.
· Outdoor lighting is sufficient and slopes and steps are clearly visible.
· Good entrance matting is used to stop water being carried in.
· Floors likely to get wet or have spillages on them are of a type that does not become unduly slippery.
· Users know (through hire agreement) to clear up spillages immediately and know where equipment for this is kept.
· Pedestrians are excluded from the hall until smooth floors are dry after cleaning.
· Effective arrangements are in place for both routine cleaning and dealing with spills.
· Walkways are clear of obstructions.
· Visitors using electrical equipment are instructed not to have trailing cables. 

	
	
	
	

	
Work at height
E.g. changing lightbulbs, cleaning windows, putting up decoration etc.
	Anyone working at any height could suffer injuries, possibly very serious ones, should they fall.
	· Working at height only to be undertaken by appropriately trained people using the correct access method for the operation at hand.  Use of ladders should be supervised and all ladders to be safely secured during use.

	
	
	
	




	Vehicle movement

	Pedestrians could suffer serious injury if struck by cars entering/leaving car park or moving in it.
	· Car park well lit.
· Signage advising car parks are for Community use only.

	
	
	
	

	
Hazardous substances

	The cleaner, and others cleaning, risk skin problems, e.g. dermatitis and eye damage, from direct contact with cleaning chemicals. 
Vapour may cause breathing problems.
	· Mops, brushes and strong rubber gloves provided.
· Cleaning products stored securely.
· Where possible, cleaning products marked ‘irritant’ replaced with milder alternatives.
· Anyone undertaking cleaning duties are reminded to follow any control measures on the container label.
· Users advised to seek medical advice/attention if they develop any allergic symptoms and/or reactions.

	
	
	
	




	Electricity
	Users risk electric shocks or burns from faulty equipment or installation.
	· Fixed installations correctly installed by qualified electrician, and inspected regularly.
· Portable equipment checked for visual signs of damage before use.
· All repairs to be carried out by qualified electrician.
· Make sure hall users know where the fuse box is and how to switch supply off in an emergency.
· Hall users know that they are responsible for any equipment used on site.
· Remind users that portable equipment considered unsafe should be marked and taken out of use.
	
	
	
	

	Stored equipment

	Users could be injured by collapsing stacks.
	· Users know that they must stack tables and chairs carefully so that they do not collapse.


	
	
	
	




	Kitchen
	Kitchen users may suffer scalding or burn injuries and could be injured when using sharp knives.
	· First aid kit in hall

	
	
	
	

	Fire
	If trapped, public could suffer fatal injuries from smoke inhalation/burns.
	A Fire Risk Assessment has been undertaken.  Appropriate fire prevention/reduction items are provided and are inspected regularly.
	
	
	
	



	Assessment review date:

	July 2021




	RISK ASSESSMENT - Checklist



	Questions you should ask yourself:
	Yes/No
	Further action needed
	N\A

	Car park
	Is the car park surface maintained to minimise slips and trip risks?
	Y
	
	

	
	Are vehicle and pedestrian routes/flows and car park and site entrance/exits clearly marked?
	Y
	
	

	
	Is the carpark well lit?
	Y
	
	

	
	Can emergency vehicles gain access?
	Y
	
	

	Movement around the building
	Are paths, steps and any ramps to and from the hall properly maintained to minimise slip and trip risks?
	Y
	
	

	
	Is lighting suitable and sufficient to allow safe access and exit (including lighting of emergency exits)?
	Y
	
	

	
	Have you provided matting to minimise rainwater etc being carried into the building?
	Y
	
	

	
	Do rooms and corridors have sufficient lighting?
	Y
	
	

	
	Are corridors clear of clutter?
	Y
	
	

	
	Are there any trailing electrical leads/cables?
	N
	
	

	
	Are permanent fixtures in good condition, e.g. seats, shelving, cupboards, notice boards, signage etc?
	Y
	
	

	
	Is internal flooring in good condition, e.g. are carpets fixed?
	Y
	
	

	
	Where any doors contain glass, is this made from a safety material?
	Y
	
	

	Electrical equipment and services
	If you have any fixed electrical installations:
· Are they correctly installed, modified or repaired, then inspected and tested by an electrician or other suitably qualified person before being put into use?
· Are they inspected and tested at suitable (occasional) intervals by an electrician or other suitably qualified person?
	Y
	
	

	
	If you own or hire any portable fixed electrical equipment (e.g. a cooker or vacuum cleaner etc):
· Has it been visually checked and, where necessary, tested at suitable (occasional) intervals to ensure that it is safe to use?
· Has any damaged electrical equipment been taken out of service or replaced?
	Y
	
	

	Asbestos
	Does the hall contain asbestos?
	N
	
	

	
	If there is asbestos, and it is in good condition, has a record been made of where it is? Are there arrangements to provide this information to anyone who carries out maintenance work on the building?
	
	
	N/A

	
	Is there a safe system in place (e.g. fixed warning signs) to ensure that the asbestos is not disturbed, and are regular checks made to ensure it remains undisturbed and in good condition?
	
	
	N/A

	
	If damaged asbestos has been identified, have arrangements been made to ensure it is either repaired, encapsulated or removed? (The majority of work on asbestos must be carried out by a licensed contractor unless the fibres in the material are so well-bound-in that the work is lower risk and can be done by a contractor who is not licensed by HSE.)
	
	
	N/A

	
	Have records of any asbestos been kept so that asbestos material likely to release high fibre levels can be removed first by a licensed contractor if the hall is refurbished/demolished.
	
	
	N/A

	Fire
	Has a fire risk assessment been completed and are there adequate fire safety measures in place?
	Y
	
	

	
	Has an evacuation plan been implemented and tested?
	Y
	
	

	
	Is the fire alarm tested regularly?
	Y
	
	

	
	Are fire drills carried out at least once a year?
	Y
	
	

	
	Are regular checks made to ensure escape routes and fire exit doors are:
· Unobstructed; and
· Adequate and effective for the number of people using the hall (including those who are disabled or vulnerable.
	Y
	
	

	
	Are combustible substances or waste stored safely? 
	Y
	
	

	
	Is firefighting equipment in place and tested regularly in line with manufactures guidance?
Are staff (and others) trained in how to use it?
	Y
	
	

	
	
	Y
	
	

	Legionnaires’ disease
	Do you or users do anything that involves spraying/sprayed water (e.g. using showers in changing rooms, or a humidifier) that could contain legionella bacteria? (These bacteria can cause legionnaires disease.)
	N
	
	

	
	If you cannot avoid spraying water, do you have an up-to-date plan for dealing with this risk?
	
	
	N/A

	
	Is it clear who is responsible for doing things in the plan and do they keep a record of any checks (e.g. temperature checks)?
	Y
	
	

	Responsibility
	Do users have all the information about the hall they need to operate safely?
	Y
	
	

	
	Is there a first aid kit on the premises?
	Y
	
	






	Templeton Village Hall

	RIDDOR Guidance

	
The guidance in this document contains public sector information published by the Health and Safety Executive and is licensed under the Open Government Licence.




	RIDDOR – Reporting on Injuries, Diseases and Dangerous Occurrences Regulations 2013



RIDDOR is the law that requires employers, and other people in control of work premises, to report and keep records of:

· Work-related accidents which cause death;
· Work-related accidents which cause certain serious injuries (reportable injuries);
· Diagnosed cases of certain industrial diseases; and 
· Certain ‘dangerous occurrences’ (incidents with the potential to cause harm).

Why report?

Reporting certain incidents in a legal requirement. The report informs the enforcing authorities (HSE and local authorities) about deaths, injuries, occupational diseases and dangerous occurrences, so they can identify where and how risks arise, and whether they need to be investigated. This allows the enforcing authorities to target their work and provide advice about how to avoid work-related deaths, injuries, ill health and accidental loss.

How does RIDDOR apply to a village hall?

The community council are in control of a premises; therefore, you must report any work-related deaths, certain injuries to members of the public and self-employed people on your premises, and dangerous occurrences (some near miss incidents) that occur on your premises.


Non-fatal accidents to non-workers (e.g. members of the public)

Accidents to members of the public or others who are not at work must be reported if they result in an injury and the person is taken directly from the scene of the accident to hospital for treatment to that injury. 
Examinations and diagnostic tests do not constitute ‘treatment’ in such circumstances.

There is no need to report incidents where people are taken to hospital purely as a precaution when no injury is apparent.


Self employed

If a self-employed person is working on your premises and they suffer either a specified injury or an over-seven-day injury, then you (the person in control of the premises) will be responsible for reporting. The self-employed person should make sure that you know about it.











	
