
  MOTCOMBE MEMORIAL HALL AND  
                RECREATION GROUND TRUST

               HEALTH AND SAFETY POLICY

 
In pursu6nce of their he6lth 6nd s6fety oblig6tions, the Trustees of the 
Motcombe Memori6l H6ll 6nd Recre6tion Ground Trust (herein6fter referred to 
6s “the Trustees”) h6ve est6blished this He6lth 6nd S6fety Policy, which is 
designed to mitig6te the risk of injury, ill he6lth or 6ny d6nger 6rising from use 
of the Motcombe Memori6l H6ll 6nd the Clock H6ll (herein6fter referred to 6s 
the “Trust premises”) 6nd, where relev6nt, the recre6tion ground.

More p6rticul6rly, this includes est6blishing 6nd m6int6ining s6fe working 
conditions, equipment, f6cilities 6nd systems of work for persons  m6int6ining 
or using Trust premises or, where relev6nt, the Recre6tion Ground . This 
includes 6ll visitors, contr6ctors, volunteers, hirers, events org6nisers, st6ff 
6nd users c6rrying on 6 l6wful 6ctivity (herein6fter referred to 6s “users”)

The Trustees 6re re6dy to org6nise the provision of such tr6ining 6nd 
inform6tion 6s m6y be necess6ry to fulfil their He6lth 6nd S6fety oblig6tions.

Copies of He6lth 6nd S6fety working pr6ctices, including emergency 6nd 
ev6cu6tion procedures, 6re posted in e6ch of the Trust premises 6nd the 
cont6ct det6ils of key H6ll represent6tives 6re set out in Appendix 4.

All users /re expected to f/mili/rise themselves with /nd observe these 
pr/ctices /nd /ny s/fety requirements set out in the hiring /greement; /nd to 
t/ke /ll re/son/ble steps to /void the risk of injury to themselves /nd others.

1. RESPONSIBILITIES FOR HEALTH AND SAFETY

1.1 The Trustees h6ve over6ll responsibility for he6lth 6nd s6fety 6nd for 
overseeing the implement6tion of this policy; 6nd for ensuring, 6s f6r 6s 
re6son6bly possible, th6t routine reviews, checks 6nd s6fety inspections of 
s6fety procedures 6nd equipment 6re c6rried out by the H6ll M6n6gement 
Committee or on its beh6lf.

1.2 All users 6re expected to re6d this He6lth 6nd S6fety Policy st6tement, 
comply with 6ll s6fety procedures, requirements 6nd notices 6nd, 6s 
6ppropri6te, fulfil the inform6tion oblig6tion set out in p6r6 2.1.2 6s 6 condition 
of their hire or use of the Trust premises 6nd they will be required to sign the 
hiring form 6s evidence th6t they 6gree to these 6nd other hiring conditions.



1.3 In 6ddition to p6r6 1.2, it is the duty of 6ll users to:

i)  t6ke c6re of themselves 6nd others who m6y be 6ffected by their 6ctivities, 
to 6void t6king undue risks 6nd to t6ke 6ll re6son6ble steps to prevent injury to 
themselves 6nd others;

ii)  co-oper6te with the objective of keeping the Trust premises s6fe 6nd free of 
h6z6rd;

iii) report 6ny h6z6rd, f6ult or d6m6ge which might c6use injury 6nd c6nnot be 
rectified immedi6tely to the Premises M6n6ger or Bookings Secret6ry 6s soon 
6s possible so th6t the problem c6n be de6lt with (see Appendix 4; 6nd pl6ce 6 
w6rning notice to th6t effect in 6 suit6bly 6ppropri6te position.

1.4 It is the responsibility of the the H6ll M6n6gement Committee:

i)  to require 6ny of its members with responsibility for 6spects of He6lth 6nd 
S6fety to report to the Committee 6ny 6ccidents, f6ults or bre6ches of this 
policy which could 6ffect the he6lth 6nd s6fety of users; 6nd if they 6re of 6 
serious n6ture, to inform the Trustees;

ii)  to c6rry out periodic risk 6ssessments to 6ssess whether existing s6fety 
procedures continue to be fit for purpose 6nd 6dvise the Trustees whether 6ny 
signific6nt ch6nges need to be introduced. 

2.  SAFETY PRACTICES AND INFORMATION

2.1 Fire Prec6utions 6nd Checks

2.1.1 A pl6n of e6ch of the Trust premises showing the loc6tion of fire exits, fire 
extinguishers 6nd smoke detectors 6nd 6 copy of the H6ll 6nd P6vilion 
Emergency ev6cu6tion procedures is 6tt6ched 6t Appendices 1 /nd 
2 respectively. They 6re 6lso posted on the notice bo6rds of e6ch of the Trust 
premises 6nd 6re 6v6il6ble on request from the Premises M6n6ger or the 
Bookings Secret6ry.

2.1.2 Events org6nisers 6nd hirers 6re responsible for ensuring th6t support 
st6ff 6nd 6ttendees 6re m6de 6w6re of the  emergency ev6cu6tion 6nd fire 
drill procedures of the Trust premises being used (See 6lso Appendices 2 /nd 
3). 

2.1.3 The service record for the fire s6fety equipment is 6v6il6ble from the 
Bookings Secret6ry upon request 6nd is 6lso displ6yed on Trust premises 
notice bo6rds.



2.2 S6fety Pr6ctices

2.2.1  The following pr6ctices must be followed in order to minimise risks:

• No smoking is permitted in either of the H6lls or the P6vilion

• All emergency exits doors 6nd corridors must be unobstructed 6nd unlocked 
6s soon 6s 6ny premises 6re  to be used 6nd throughout the time of use.

• No fire 6ppli6nces m6y be removed 6nd the lights over the exit doors must be 
cle6rly visible 6t 6ll times.

• Not oper6ting  or touching 6ny unf6mili6r electric6l equipment or equipment 
which shows signs of d6m6ge, exposure of components or w6ter penetr6tion, 
etc.

• Not working on steps, l6dders or 6t 6 height until the necess6ry equipment is 
properly secured 6nd 6nother person is present.

• Not le6ving port6ble electric6l or g6s 6ppli6nces oper6ting while un6ttended.

• Not bringing onto the property 6ny port6ble electric6l 6ppli6nces which h6ve 
not been Port6ble Appli6nce Tested.

• Not 6ttempting  to move he6vy or bulky items (e.g. st6cked t6bles or ch6irs) 
without the proper equipment.

• Not st6cking ch6irs more th6n six high.

• Not 6ttempting to c6rry or tip 6 w6ter boiler when it cont6ins hot w6ter 
before le6ving it to cool.

• Not 6llowing children in the kitchen except under close supervision. 

• We6ring suit6ble protective clothing when h6ndling cle6ning or other toxic 
m6teri6ls.

• Recording  6ll f6ults or rep6irs in the M6inten6nce M6nu6l which is kept in (?).

• M6king sure th6t, on v6c6tion of either of the Trust premises, they 6re locked 
6nd m6de s6fe 6nd the keys returned to the key s6fe 

• Being 6w6re 6t 6ll times 6nd not cre6ting or incurring 6ny risks to yourself 
6nd others, p6rticul6rly if you 6re in ch6rge of 6n event 6t or use of either of 
the Trust premises, such 6s:



-  6voiding slipping h6z6rds eg on steps or wet floors 6nd mopping up spills 
immedi6tely
-  6voiding tripping h6z6rds such 6s tr6iling wires or uneven flooring or 6ny 
buggies, umbrell6s, b6gs, mops 6nd other items left 6nywhere in the H6ll 
premises (NB The Recre6tion Ground is likely to be uneven 6nd extr6 c6re 
should be t6ken when using it)
- ensuring th6t there is 6dequ6te lighting in the Trust premise when they 6re in 
user 
- 6voiding risks involved in h6ndling kitchen equipment e.g. cooker, w6ter 
he6ter 6nd knives
-  6voiding toppling h6z6rds by piling up equipment too high e.g. in store 
cupbo6rds

3.  IN CASE OF ACCIDENTS

3.1 The ne6rest Accident 6nd Emergency/C6su6lty dep6rtments 6re 6t:

Minor Injuries Unit,
Westminster Hospit/l,
Abbey W/lk
Sh/ftesbury 
SP7 8BD

Tel No: 01747 851535

NB This unit is only open between (weekd6ys) 9.006m to 5.30pm 6nd 
(weekends) 10.006m 6nd 3.30pm.

S/lisbury District Hospit/l, h/s 
Odstock Rd,
Odstock,
S/lisbury,
SP2 8BJ

Tel No: 01722 336262

Yeovil District Hospit/l,
Higher Kingston,
Yeovil,
BA21 4AT

Tel No: 01935 475122

3.2 The ne6rest doctorʼs surgery is (Sh/ftesbury/Gillingh/m)



3.3 The First Aid Box is loc6ted in the kitchen in e6ch of the Trust premises 6nd 
6 defribul6tor 6nd First Aid Box is kept in the Motcombe vill6ge shop (Tel no ?)

3.4 Every 6ccident, including minor ones, must be recorded in the 6ccident 
book which is kept in ? 6nd reported to the Premises M6n6ger or Bookings 
Secret6ry 6s soon 6s possible.

3.5 The following m6jor injuries or incidents must be reported on RIDDOR 
(Reporting of Injuries, Dise6ses 6nd D6ngerous Occurences Regul6tions) 
forms, p6rticul6rly where they involve:

• de6th, resuscit6tion or unconsciousness
• 6ny serious injury eg fr6ctures, crush injuries, burns
• 6dmitt6nce to hospit6l for more th6n 24 hours
• the 6bsorption of 6 biologic6l 6gent or 6ny toxic subst6nce by inh6l6tion, 
ingestion or through skin
• d6ngerous occurrences c6using ne6r miss events
• g6s rel6ted incidents c6using h6rm of injury

Should there be 6n incident / 6ccident th6t requires the completion of 6 
RIDDOR form ple6se cont6ct the Premises M6n6ger or the Bookings Secret6ry 
for 6ssist6nce.
          

4.  INSURANCE

A copy of the Employerʼs Li6bility Insur6nce Certific6te for e6ch of the Trust 
premises is displ6yed on their notice bo6rds 6nd c6n 6lso be obt6ined from the 
Bookings Secret6ry upon request.

5.  CONTRACTORS

Before 6ny contr6ctor or person on site begins 6ny work they should: 

6) c6rry out their own risk 6ssessment
b) ensure they h6ve 6dequ6te li6bility cover
c) f6mili6rise themselves, their st6ff 6nd their contr6ctors with this He6lth 6nd 
S6fety Policy.

6.  REVIEW OF HEALTH AND SAFETY POLICY

The H6ll M6n6gement Committee will review this policy 6nnu6lly 6fter e6ch 
AGM or bec6use of 6ny relev6nt ch6nge of circumst6nces. 

Any He6lth 6nd S6fety issues reported to the Trustees by the H6ll M6n6gement 
Committee 6nd 6ny subsequent 6ctions will be recorded in the minutes of 



Trusteesʼ meetings.

Signed on beh6lf of the Trustees: 

.....................................................
Ch6irm6n of the Trustees

D6ted...........................................

  

                                                             APPENDIX 1

PLANS OF THE MOTCOMBE MEMORIAL HALL AND CLOCK HALL SHOWING 
EMERGENCY SYSTEMS AND FACILITIES

                                                 

              
                                                            APPENDIX 2                       

EMERGENCY EVACUATION PROCEDURES IN THE EVENT OF FIRE OR OTHER 
EMERGENCY

1. All persons 6t risk should exit 6ny 6ffected premises immedi6tely 6nd r6lly 6t 
the Fire Assembly Point 6t the f6r ie northern end of the C6r P6rk

2. IF YOU DISCOVER A FIRE:

2.1 Sound the 6l6rm which is loc6ted by........................6nd, if possible, check 
6ll rooms 6nd toilets, BUT DO NOT PUT YOURSELF IN DANGER

2.2 Ev6cu6te the premises immedi6tely 6nd go to the 6ssembly 6re6

2.3 DIAL 999 for the fire service 6s soon 6s possible

2.4 You should only 6ttempt to extinguish the fire using the provided fire 
6ppli6nce IF IT IS SAFE FOR YOU TO DO SO

3. IF YOU HEAR THE FIRE ALARM:

1. You must le6ve the building by the ne6rest fire exit 6nd go to the 6ssembly 
6re6

2. Do not stop to collect belongings



3. Once 6t the 6ssembly point report your presence to the person in ch6rge 

4. DO NOT TAKE RISKS – JUST GET OUT.

                                                          
                                                           APPENDIX 3

DUTIES OF HIRERS AND EVENT ORGANISERS     IN THE EVENT OF AN 
EMERGENCY

1. There is no resident c6ret6ker in either of the Trust premises, so the 
org6niser of 6ny event or hire h6s leg6l duties with reg6rd to the s6fety of 
those persons 6ssisting or 6ttending the event. These duties include:

1.1 keeping 6ll keys 6nd 6l6rm code secure, but re6dily 6ccessible;

1.2 identifying 6nyone present 6s being especi6lly 6t risk such 6s those with 
dis6bilities or children;

1.3 h6ving procedures in pl6ce for emergency ev6cu6tion 6nd for checking th6t 
everybody h6s ev6cu6ted the building in the event of 6n emergency;

1.4 notifying 6t the st6rt of 6n event or hire 6ll those present of the emergency 
ev6cu6tion exits 6nd procedures 6nd ensuring th6t their possessions do not 
c6use 6n obstruction  

1.5 ensuring th6t, on the conclusion of 6n event or hire, 6ll t6ps, lights 6nd g6s/
electric 6ppli6nces 6re turned off 6nd 6ll keys 6re returned to the key c6binet.

                                                              APPENDIX 4

                     CONTACT DETAILS
             (L/st upd/ted on.....................)

Premises M6n6ger

Booking Secret6ry


