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Health & Safety at Wicken Jubilee Village Hall

These are our arrangements to ensure, as far as is reasonably practical, that visitors, those renting the 
Hall, volunteers, contractors and Hall committee members use our Hall building safely.

Fire Safety
There is a fire blanket in the kitchen and three fire extinguishers available. These are checked every year. A plan of the location of the extinguishers is displayed in the Hall.

Position of the three extinguishers:

· Inside the Hall from the lobby

· Outside the door to the kitchen

· At the far end of the extension

There are five exits:

· Through the main entrance

· From the back of the extension

· From the door in carpeted main Hall 
· From the door in the kitchen area
· In the extension beside the storage cupboards

We have lit exit signs on all doors. The Hall Caretaker regularly checks that these exits are not obstructed and users of the Hall are instructed in this rule. The main door is locked when no one is in the building. The other four exits can be opened at all times from inside of the building.

Accidents and first aid

· A first aid box and an accident book are kept in the kitchen. Hall users are asked to report any accident that happens at the hall to a Hall Committee member. Preferably the Chairman or Treasurer so that they can pass details to the Health & Safety Officer for the accident book. We will then assess whether something similar could be avoided in future.
· Any major injury, like a fracture, electric shock or something causing over three days off work must be reported immediately by the Hall Committee to East Cambs. District Council’s Environmental Health Department and details sent to them within 10days on Form 2508.
Electrical safety and lights

· As part of the annual risk assessment, we will do a visual inspection of the lighting and other electrical installations. The Caretaker to replace blown light bulbs when necessary.
· The whole electrical system in the building and portable electrical equipment owned by and used in the Hall will be tested by a competent professional electrical contractor every five years.  All equipment used in the Hall regularly by users must be tested before being used in the Hall. The last full test was in 2015.
The building (floor and windows) and garden
· As part of the annual risk assessment, we will check the Hall building, floors, windows and all outside areas. Temporary measures will be taken to sort out any hazards indentified, if a full repair cannot be carried out immediately, Any potential hazards in the garden should be reported promptly to the Hall Committee for attention.
· The floor in the toilets and kitchen must be kept dry and checked by the Caretaker each time the Hall is in use for an event. Any spillage must be cleared up immediately or a sign put up to tell people of the potential hazard.

· The floor in the rest of the building is part wood and part carpet tiles. During the annual assessment a check will be made of any significantly hazardous problems, such as uneven carpet tiles so they can be remedied.
· There is a small step between the kitchen and the bar which we have identified as a small risk. We advise that access to the bar is through the flap to the bar to avoid the risk of users tripping.

Kitchen and lavatory hygiene

· No perishable food must be kept in the Hall. Users of the Hall can bring in food to be heated in the ovens, microwaves and on the hob. Any food brought in for catering will have to have been brought from normal domestic suppliers, professional caterers, or prepared at home and brought in by volunteers taking sensible domestic food hygiene precautions. Drinks are served regularly for which non-perishable ingredients are stored on the premises.

· All kitchen surfaces will be wiped down before and after use. The Caretaker or other Committee Member will check on lavatory cleanliness after each event in the Hall. The kitchen and lavatory areas will be cleaned regularly every week by the Caretaker. All cleaning materials represent a low safety hazard and must be kept shut away and locked in the cleaning cupboard.

· No children under the age of 16 are allowed in the kitchen and a notice put up to this effect.

· The dishwasher must only be used when permission is given by the Hall Committee and this will only be given after the person has been given a full demonstration of the procedure. A notice is in the Hall to this effect.
Equipment
· Users of the Hall are asked to use sensible precautions as they would do at home.
· When using the ladders care must be taken to see that it is balanced properly and should always have another person with them. High level working requires proper equipment and should not be attempted by volunteers working alone.

Contractors

· Anyone on Hall premises to do work (except Hall Committee members and the Caretaker) is deemed to be a contractor. They must be able to demonstrate that they have their own health and safety arrangements and both public and employers liability insurance and ensure that any of their equipment used on the premises is safe and tested regularly.

· Whenever we employ contractors to do building repairs or projects that require more than 30 days work, or five or more people on site at one time, they must produce a Health and Safety Plan for the project and appoint a planning supervisor, designer and principle contractor.

Risks and responsibilities
· Everyone who uses Wicken Jubilee Village Hall has a personal responsibility to act safely and sensibly.

· The Hall Management Committee approves this statement and makes sure our health and safety arrangements are carried out.
· The Caretaker and the Hall Committee members carry out the health and safety arrangements. The Health and Safety Officer publishes this statement, makes sure checks happen and keeps safety records.
· This Health and Safety statement will be circulated to the regular users of the Hall and brought to the attention of those renting the building and displayed in the Hall.
· The Health and Safety Officer carries out a periodic risk assessment of the premises and the activities conducted there. Potential hazards are reported to the Hall Committee so that corrective action (if appropriate) can be determined, proportional to the risk identified, namely a likely occurrence and potential seriousness.
Issued by the Wicken Jubilee Hall Management Committee, July 2017
3

