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	This document is a “live” document for the purposes of ensuring that Weedon Village Hall Management Committee comply with all applicable health and safety law and regulations whilst meeting their charitable aims and objectives.
All Trustees and Committee members of the Charity 30444 are legally responsible for 
compliance to the relevant laws and regulations and to manage this system and policy accordingly.
Interim changes to the Policy and System are to be recorded here and actions recorded in the relevant Committee meeting.
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	1.1
	This document is the Health and Safety Policy of Weedon Village Hall Management Committee (WVHMC).
 
Our policy is as follows.

	
	

	
	· Provide healthy and safe working conditions, equipment, and systems of work for WVHMC members, hirers, users, visitors, and contractors.

	
	· Keep the premise and its equipment in a safe condition for all users.

	
	· Provide the necessary health and safety information for the management committee members, hirers, users, contractors, and other visitors. 

	
	· WVHMC will comply with all relevant health and safety legislation and act positively where it is reasonably practicable to do so, to prevent injury, ill health or any danger / hazards arising from its activities and operations at the premises.

	
	

	1.2
	WVHMC considers the promotion of the health and safety of those who use its premises, including contractors working there, to be a high priority.  WVHMC recognise that the effective prevention of accidents and events depends as much on a committed attitude of mind to safety, as to the operation and maintenance of equipment and safe systems of work. 

	
	

	1.3
	To this end, the WVHMC will encourage its members, hirers, users, contractors and other visitors to engage with this policy and the observance of safe working methods and other practices.

	
	

	1.4
	Hirers, users and other visitors will be expected to recognise that there is a duty on them to comply with the practices advised by WVHMC and with all safety requirements set out in the hiring agreements and with the safety notices displayed on the premises, and to accept responsibility to do everything they can to prevent injury to themselves and others.

	
	

	1.5
	The WVHMC welcomes comment and feedback to improve the healthy environment of the premise. 

	
	

	1.6
	WVHMC will implement and maintain an environmental policy.

	
	

	Name: Mr Tony Wincott 
Position: Chairman 
For Weedon Village Hall Management Committee  
(Originally Ratified 14th February 2018)



 1. HEALTH and SAFETY POLICY




	2.1
	WVHMC maintains overall responsibility for health and safety at Weedon Village Hall and undertakes the responsibility for the implementation of this policy. 

	
	

	2.2
	It is the duty of all hirers, users, contractors and other visitors to exercise due diligence with care for themselves and others who may be affected by their activities and to co-operate with WVHMC in keeping the premises safe for use by all. 

	
	

	2.3
	It is the responsibility of hirers to ensure that adequate safeguards are in place to protect the well-being of all users, including those with special needs and vulnerabilities.

	
	

	2.4
	Should any user identify a fault, damage or other situation which has the potential to cause harm or injury, it must immediately be reported to WVHMC by entering the details in the comment book located in the main hall and the annex.  The Booking Clerk should also be advised as soon as reasonably practicable.  On receiving the information, WVHMC will ensure the issue is resolved as soon as is reasonably practicable.

	
	

	2.5
	Equipment brought onto the premises by hirers, users and contractors must be in a safe usable condition.  Where such equipment requires statutory testing for example, a Portable Appliance Test for electrical equipment, the relevant test documentation must be available for inspection if requested. 

	
	

	2.6
	Damaged or otherwise faulty equipment must not be used and should be labelled/signed as such.   WVHMC must be informed through the reporting procedure without delay (see section 2.4).                                      

	
	

	2.7
	Premise plans are displayed in the hall and annex showing the location of electricity boards, gas boilers and gas main isolator, cold water service stopcocks, emergency exit routes & firefighting equipment.  3 x audible carbon monoxide detectors have been installed by each boiler.

	
	


2.  ORGANISATION of HEALTH and SAFETY

3. RESPONSIBLE PERSONS

	
	
Tony Crease   - First aid boxes and accident books

Tony Wincott     - Event reporting
                          - Fire precautions and checks
                          - Risk assessment and inspections 

David Keeler     - Information to contractors 

Booking Clerk   - Information to hirers
 
John Wilshire    - Insurance Premises Plans




4.  ARRANGEMENTS and PROCEDURES


	4.1
	Licences and Certificates

	
	

	4.1(a)
	The premise holds the following licences/certificates,
· Music, singing and dancing license issued by West Northamptonshire Council
· Performing Rights Society music certificate
· Alcohol license

	
	

	4.1(b)
	The sale of alcohol is licensed by West Northamptonshire Council however, special conditions apply when hirers wish to sell or provide their own alcohol at the premises or utilise the halls alcohol licence.

	
	

	4.1(c)
	Hirers who provide their own alcohol or own bar have a duty to ensure individuals are drinking within sensible limits and are of a legal age to both sell and purchase alcohol.

	
	

	4.2
	Fire Precautions and Checks

	
	

	4.2(a)
	The WVHMC has completed a Fire Risk Assessment in accordance with the Regulatory Reform (Fire Safety) Order 2005.  A copy of the Fire Safety Log is available in the hall and annex.

	
	

	4.2(b)
	A plan of the premises showing the fire alarm points, fire exit routes and firefighting equipment is displayed in the hall and annex.

	
	

	4.2(c)
	The WBVHC will appoint responsible person(s) for the checking and testing of fire safety equipment and safe systems, which will be recorded in the fire safety logbook.  They will also be responsible for liaising with external fire safety contractors.

	
	

	4.3
	Maintenance and Service of Fire Safety Equipment 

	
	

	4.3(a)
	Company employed to maintain and service fire safety equipment:  
Name: Thomas Fire Consultancy 
Contact Details:  Simon Thomas simon@thomasfire.co.uk  07971 860889

	
	

	4.4
	Inspection and Testing Routines by Responsible Persons

	
	

	4.4(a)
	Weekly
· Door mats and stops
· Toilet including accessible toilet alarm
· Water heaters
· Stage
· Accident book 
· Comments book
· Fridge/freezers
· Internal and external lighting
· Emergency lighting
· Fire doors
· Water boilers
· Fire alarm
· Means of escape routes
· Defibrillator unit

	
	

	4.4(b)
	Monthly
· First aid boxes
· Access equipment
· Locks and electric sockets 
· Heating system and CO2 alarms
· Firefighting equipment and emergency exits etc 
· Defibrillator and bleed kit (external box)  

	
	

	4.4(c)
	Six Monthly
· Outside gutters
· Car park surfaces
· External lighting

	
	

	4.5(d)
	Annually
· Fire extinguishers
· Electrical certificate (check test date for periodical test and for interim minor works certificates)
· Gas boilers and system
· PAT testing of premise electrical items
· Emergency lighting annual test 

	
	





5.  PROCEDURE in CASE of ACCIDENTS and Events



	5.1
	Calling the Emergency Services

	
	

	5.1(a)
	In the event of an accident or situation requiring the attendance of one or more of the emergency services, the relevant hirer, user, or other persons (at their direction) will summon assistance via the 999-call service. 

	
	

	5.2
	First Aid

	
	

	5.2(a)
	A defibrillator unit and bleed kit are available and located externally by the entrance to the main hall.  Instructions to access the unit are posted on the entrance enclosure.

	
	

	5.3(b)
	The first aid boxes are in the hall kitchen, main hall & annex kitchen.   

	
	

	5.3(c)
	Accident books are kept on the main hall and the annex.  These must be completed whenever an accident or event occurs. 

	
	

	5.3(d)
	Any accident or event must be reported to the WBVHC and the Booking Clerk.  All accidents or events recorded in the accident book or otherwise reported to either the Booking Clerk or a WVHMC member will result in an accident/event investigation (see appendix B).

	
	

	5.3(e)
	Certain types of accident or event are reportable under the Accident Investigation and Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995 (see appendix A).

	
	


6.  SAFETY RULES


6.  SAFETY RULES


	
	

	6.1
	All hirers are required to read the whole of the hiring agreement and associated documentation and sign the hiring form as evidence that they agree to the hiring conditions. 

	
	

	6.2
	The hiring agreement states that all statutory and/or local regulations and rules for public safety must be strictly observed by hirers and fire and safety equipment must not be misused or removed from its designated location fire and other exits must not be obstructed.  Illuminated fire exit signs must be on for all public entertainment events.

	
	

	6.3
	Specific health and safety instructions apply to theatrical and entertainment events and must be considered when carrying out any risk assessments (see section 9.2, where further advice may be sort).


	6.4
	It is recommended that hirers and users complete their own risk assessment prior to any event which should include the safety of people attending their event in case of fire.  

	
	

	6.5
	Hirers and users must ensure that the access route and emergency vehicle stand is kept clear whist occupying the premise.

	
	


8. INSURANCE


8. INSURANCE

7.  CONTRACTORS


7.  CONTRACTORS


	7.
	The WVHMC will check with contractors (including self- employed persons) before they start work that;

	
	

	7.1(a)
	The contract is clear and understood by both the contractors and the WVHMC responsible person.

	
	

	7.1(b)
	Contractors have their own risk assessment and method statement for the works to be carried out and present the same for approval by the WVHMC responsible person. 

	
	

	7.1(c)
	The contractors are competent to carry out the work (e.g. have appropriate qualifications, references, experience).

	
	

	7.1(d)
	Contractors have adequate public liability insurance cover.  

	
	

	7.1(e)
	Contractors are made aware of the inherent hazards and risks through the availability of WVHMC’s health and safety file, fire risk assessment and asbestos log.  They should also be given the opportunity to discuss with the WVHMC representative how any hazards and risks may or will be managed.

	
	

	7.1(e)
	Contractors will not work alone at height (if this proves necessary a volunteer should be present). 

	
	

	7.1(f)
	Contractors have their own health and safety policy for their staff if relevant. 

	
	

	7.1(g)
	Any alterations or additions to the electrical installations or equipment must conform to the current regulations or the Institute of Electrical Engineers Code of Practice.

	
	

	7.1(h)
	Any works to the gas installation must be completed by a Gas Safe registered engineer.

	
	



	8.1
	Proof of current cover providing the WVHMC with insurance for employer’s liability, public liability, buildings and contents insurance cover will be displayed in the hall and annex notice boards.

	
	

	8.2
	In the event of an accident the insurance company must be informed.

	
	









	9.1
	The WVHMC will review this policy annually or as otherwise deemed necessary.

	
	

	9.2
	Further advice on meeting health and safety requirements and legislation can be gained from.

East Midland Health and Safety Executive
Kingsley Dunham Centre
Necker Hill
Keyworth

	
	


9. REVIEW of HEALTH & SAFETY POLICY


9. REVIEW of HEALTH & SAFETY POLICY





														Appendix A
Accident Investigation and Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995


Appendix A
Accident Investigation and Reporting of Injuries, Diseases and Dangerous Occurrences Regulations (RIDDOR) 1995


	1.
	RIDDOR requires employers and others to report deaths, certain types of injury, some occupational diseases and dangerous occurrences that ‘arise out of or in connection with work’. Generally, this covers incidents where the work activities, equipment or environment (including how work is carried out, organised or supervised) contributed in some way to the circumstances of the accident.

	
	

	2.
	RIDDOR reports alert enforcing authorities to events and helps them to decide whether to investigate serious incidents.  Reports enable the Health and Safety Executive or local authorities (the ‘enforcing authorities’) to identify where and how health and safety risks arise, reveal trends and help target activities.

	
	

	3.
	Types of Reportable Injury

	
	

	3.1(a)
	The death of any person.
All deaths to workers and non-workers, with the exception of suicides, must be reported if they arise from a work-related accident, including an act of physical violence to a worker.

	
	 

	3.1(b)
	Specified injuries, which include:
· 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.
·  Any other injury arising from working in an enclosed space which leads to hypothermia or heat-induced illness.
· Requires resuscitation or admittance to hospital for more than 24 hours.

	
	

	3.1(c)
	Over-seven-day incapacitation of a worker.
Accidents must be reported where they result in an employee or self-employed person being away from work, or unable to perform their normal work duties, for more than seven consecutive days as the result of their injury. This seven-day period does not include the day of the accident but does include weekends and rest days. The report must be made within 15 days of the accident.

	
	

	3.1(d)
	Over-three-day incapacitation.
All accidents must be recorded, but not reported under RIDDOR, where they result in a worker being incapacitated for more than three consecutive days.   As an employer, who must keep an accident book under the Social Security (Claims and Payments) Regulations 1979, the information recorded there will be sufficient for this purpose.

	3.1(e)
	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.

	
	

	4.
	Reports made under RIDDOR will only be made by a member of WHMC.

	
	

	5.
	To report RIDDOR occurrences go to www.hse.gov.uk/riddor and complete the appropriate online report form. The form will then be submitted directly to the RIDDOR database. You will receive a copy for your records. All incidents can be reported online but a telephone service remains for reporting fatal and specified injuries only.

	
	


													


	
































Appendix B
ACCIDENT/EVENT INVESTIGATION PROCEDURE

Appendix B
ACCIDENT RECORDING PROCEDURE 




	1.
	Reporting of Accidents or Events

	
	

	1.1
	All accidents and events will be recorded in the accident book which we be checked weekly.

	
	

	1.2
	Any accident or event should also be reported to the Booking Clerk.  The Booking Clerk will inform the Chair of the WVHMC, or in their absence another member of the WVHMC.

	
	

	2.
	Carrying Out an Accident or Event Investigation

	
	

	2.1
	The WVHC member responsible for accident and event investigations, or another designated member in their absence, will carry out the conduction of these investigations.  Where applicable they will also be responsible for completing RIDDOR forms and liaising with the relevant authorities. 

	
	

	2.2
	Where the person carrying out the investigations is not the Chairman of the Committee, they must provide the Chairman with regular updates as the investigation progresses. 

	
	

	2.3
	If there is a high probability that a similar accident or event could occur before the conclusion of the investigation, with agreement from WVHMC remedial action should be taken.

	
	

	2.4
	The person carrying out the investigation should
· Gather all available information. 
· Analyse the information
· Identify risk control measures
· Develop an action plan

	
	

	2.5
	The findings of any investigation will be presented to the WVHMC, for approval.  It will be the responsibility of the WVHMC to implement and complete the agreed action plan. 
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