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INGHAM AND CAMMERINGHAM VILLAGE HALL COMMITTEE

HEALTH AND SAFETY POLICY

Ingham and Cammeringham Village Hall Committee’s policy is to 

a
Provide healthy and safe working conditions, equipment and systems of work for our employees, volunteers, committee members and hirers

b
Keep the Village Hall and equipment in a safe condition for all users

c
Provide such training and information as is necessary to staff, volunteers and users

It is the intention of Ingham and Cammeringham Village Hall Committee to comply with all 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.

Ingham and Cammeringham Village Hall Committee considers the promotion of the Health and Safety of its employees at work and those who use its premises, including contractors who may work there, to be of great importance.  The Committee 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. To this end, it will seek to encourage employees, volunteers, committee members and users to engage in the establishment and observance of safe working practices.

Employees, hirers and visitors will be expected to recognise that it is their duty to comply with:

· The practices set out by the Committee

· All safety requirements set out in the Hiring Agreement

· Safety notices on the premises
· Acceptance of responsibility to do everything they can to prevent injury to themselves or others.

1
FIRE SAFETY, FIRE AWARENES & EVACUATION PROCEDURES

Although it will often be the case that committee members and employees will not be in attendance when the Hall is hired out, the committee’s policy is that all members and employees receive training in Hall evacuation and fire awareness.  Additionally, a reminder of these principles is given annually to them at the first committee meeting after the AGM.  

In particular, they must be aware of the positioning of all fire exits, extinguishers, alarm sensors, fire alarm call points and the main fire control panel.

In the event of the alarm being activated, they should:

· Open the fire doors

· Direct and usher people out of the Hall Complex

· Assist any persons with a disability 

· Check that no persons are still in the entrance hall and toilet areas

· Muster people onto the playing field end of the car park area

· Close all fire and exit doors on leaving the building

· Ensure that no-one re-enters the building until instructed that it is safe to do so 

· Call the Fire and Rescue Service if necessary

· Know the correct type of fire extinguisher to use for the type of fire they intend to tackle and how to do so without putting themselves at risk
In the event of a hirer wishing to use extensive drapes or similar for the purposes of decorating the hall or associated rooms, it will be necessary for the hirer to demonstrate by provision of documentation that the drapes and decorations have sufficient fire retardancy to prevent a significant elevation of the fire load to the building. 

The fire risk assessment conducted upon the hall by the school will be reviewed following each update on behalf of the Village Hall Committee by the individual nominated as the Health & Safety Officer for the Committee. Any additional risks highlighted due to the operation of the hall outside School activities will receive additional assessment and the creation of additional controls as necessary. 

For all unusual events or events with elevated levels of associated risk, (such as the annual bonfire and firework display) an additional risk assessment of fire safety and of general safety will be conducted and documented. The findings of the risk assessment will be reviewed and any necessary control measures will be implemented. In addition, any additional insurers’ conditions or requirements set out in any relevant current insurance policies will be reviewed and adhered to. 

2
FIRST AID AND ACCIDENT PROCEDURES

The Committee’s policy is to ensure that all committee members, employees and volunteers are aware of the arrangements in place to manage accidents, including the location and telephone numbers of the nearest A&E department and the local doctor’s surgery and that:

a
First Aid boxes are located in each of the kitchens, and are clearly marked by way of green and white signs on the relevant doors and above the boxes themselves. The contents of First Aid boxes are checked on a regular basis.

b
Accident Forms are kept with First Aid boxes and one needs to completed whenever an accident occurs and then passed on to the Caretaker/Booking Secretary
c
The Committee’s Health and Safety officer is in turn responsible for collating the Accident Forms and for completing RIDDOR forms in the event of major injuries or incidents defined in the appropriate legislation which is held by the H & S Officer.

d
A defibrillator is attached to the outside of the building to the right of the main entrance. Instructions for use are inside the case. The Battery and Defibrillator pads will be checked annually by Ingham Parish Council to make sure they are still working and in date.
3
SAFE HANDLING PROCEDURES

All employees, committee members and volunteers should be aware of the risks involved in moving furniture and equipment and in particular:

Chairs and Tables

a
stacking chairs - these should be moved only with the trolleys provided and not be stacked higher or in a different position to that which the safety notices in the storage alcoves stipulate

b
tables – the tables are particularly awkward to manoeuvre and they should not be lifted without assistance.  

Stage Units / Gantry / Lighting System

a
stage units – the setting up of the stage units is a specialised task and must only be undertaken by those persons who have been specifically trained to do so having watched the training video produced by the stage unit manufacture

b
gantry / lighting system – both the operation of the gantry and erection of stage lighting must be undertaken by those persons who have been trained to do so. Training to be given to all new committee members and reviewed annually.
4
HEALTH AND SAFETY RESPONSIBILITIES

Persons with responsibilities for aspects of H & S will report to the VHC on a regular basis including any accidents, faults, misuse by hirers or other matters which could affect the Health and Safety of users, volunteers or employees.

The following areas of H&S responsibility are completed by Ingham Primary School as far as they relate to the operation of the Village Hall premises due to the premises being shared with the School:

· Competent inspection of Fixed Electrical Installation

· Portable electrical appliance testing

· Water Hygiene and legionella management inspection of the water systems and competent maintenance of the systems

· Annual gas safety inspection

· Catering safety inspections and competent maintenance

· Fire risk assessments, detection, alarm and emergency lighting inspection and competent maintenance

· Competent maintenance of the premises structure including fire doors
· Inspection of premises for Asbestos containing materials (ACM) and management of any ACM present

· Intruder alarm 

· Lighting gantry and associated structures

· Ladder inspection

· H&S Training of the School caretaker (who undertakes duties which affect the safety management of the Village Hall)

The document “Regular Inspections – School” is pertinent to this matter and sets out areas inspected and frequencies of inspection. This document is issued by the school. 
The cooker, dishwasher and steriliser receive annual inspection by competent contractors, arranged overseen and paid for by the Village Hall Committee.

The Village Hall Committee will highlight any concerns they may have with the operation of any of the areas of responsibility listed above with the Head Teacher of Ingham Primary School should they arise.
NOTE:

Relevant H & S information for hirers is set out in Part 2 of the Conditions of Hire, copies of which are issued to all individuals or organisations who hire the premises.  They are required to sign an acknowledgement that the Conditions of Hire have been read, accepted by them and retained for information. 
This Policy will be reviewed by the Village Hall Committee at its first meeting following the AGM.

Last reviewed on 8 June 2021.
Health & Safety Policy 9 April 2022.doc


