Inkberrow Village Hall ICC/ICO Health and Safety Policy and Procedure 
 
Name of Charity:          Inkberrow Community Council		 
Charity No.:   	               523158
Version No 1.1:  	 10 December 2024
In conjunction with:  	Health and Safety Risk Assessment and Fire Risk Assessment (other policies and procedures and Risk Assessments listed below) 
 
 
Part 1 - General Statement of Policy and Procedure 
 
This document is the Health and Safety Policy of the ICC/ICO
Our policy and procedure is to: 
a) Provide healthy and safe working conditions, equipment and systems of work for Trustee and non-Trustee members, hirers, cleaning staff, volunteers, contractors and other visitors (shall be referred to collectively as users) 
b) Keep the village hall and equipment in a safe condition for all users 
c) Provide such advice and information as is necessary for users 
 
It is the intention of the Management Committee to comply with 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. 
 
The Trustees consider the promotion of the health and safety of those who use its premises and any contractors who may work there, to be of great importance. To this end, the Trustees will encourage its users to engage with us in keeping safe and observing a safe working environment and working practices. 
 
Users will be expected to recognise that there is a duty on them to comply with the practices set out by the Management Committee.   Recommended safety requirements are set out in the Booking Hire Agreement Form together with safety notices that are displaced on the premises.  Users of the VH should aim to accept responsibility to do everything they can to prevent injury to themselves or others. 
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Part 2: Organisation of Health and Safety 
The Trustees endeavour to safeguard users of Inkberrow Village Hall by taking reasonable control measures to protect the well-being of its users.   Further to this, the Management Committee endeavour to advise its users of health and safety measures they can implement to maintain a healthy and safe environment.   
 
It is the duty of all users to take care of themselves and others who may be affected by their activities and to co-operate with the Management Committee in keeping the premises safe and healthy. 
 
It is deemed to be the responsibility of users and hirers to ensure that adequate safeguards are in place to protect the well-being of children and adults at risk.  This forms part of the Hall Booking Agreement and a separate safeguarding policy. 
 
It is deemed the responsibility of the hirers to obtain, where necessary, appropriate insurance cover for their activity and/or event. This forms part of the Hall Booking Agreement. 
 
Should anyone using the hall come across a fault, damage or other situation which might cause injury and cannot be rectified immediately it is in the Booking Hire Agreement Form that they should inform the Bookings Hall Secretary (BHS), Lynne Joynes, the ICC Secretary XXXXXX or in their absence a Trustee as soon as possible so that the problem can be dealt with.  
 
Further to this, where equipment is damaged or otherwise faulty a notice should be placed on it warning that it is not to be used and the Bookings Hall Secretary (BHS), Lynne Joynes, or in her absence a Trustee as soon as possible.
 
The following persons have responsibility updating specific items but work alongside the other Trustees in decision making and implementation.  There may be involvement with the Parish Council from time to time.  These may be revised in a person’s absence and a note made in the minutes: 
 
Policies and Procedures:  	Chairman/H & S Committee 
Safeguarding:  	Chairman/H & S Committee
Data Protection:  				           Chairman/H & S Committee
Risk Assessments:    				           Chairman/H & S Committee
Event Risk Assessment and Check List:                       TBA – Currently no VH Events
 	 
	Evacuation Procedure:  
	Chairman 

	First Aid box:   
	Chairman 

	Reporting of Accidents (RIDDOR):  
	Chairman 

	COSHH:  
	Chairman  

	Minutes:  
	FH

	Fire precautions and checks:  
	H & S

	Inspections:  
	H & S

	Information to contractors:  
	Chair or trustee


Health and Safety Awareness sessions 	Management Committee 
Bookings and information to hirers and invoicing:  	Bookings Hall Secretary 
Terms and Conditions of hire:                                                       Management Committee 
Insurance:  	Treasurer 
Finance:  	Treasurer 
Licences:                                                                                            RF/JB/Chair 
Outside play areas:  	The Parish Council  
Grass cutting, bin collection and play equipment inspections (ROSPA) including insurance for the equipment. 
Playing Field Grass Cutting, Trees and hedging:  	The Management Committee  
Fund Raising Events:  	Events Organizer 
Communications (email):  	Events Organizer 
 
A plan of the hall (appendix 1) is attached showing the location of fuse board, boiler room, water mains tap, emergency exits, emergency lighting, fire doors, and fire extinguishers. A carbon monoxide detector has been installed in the boiler room, The fire alarm is located in the rear entrance and sensors and sound alarms located in all main rooms and some store rooms.  The plan is also displayed in the foyer.   
 
 
Part 3: Arrangements and Procedures 
 
3.1 Insurance and Licences (due dates on Schedule list attached to the minutes and displayed in foyer) 

· Hall insurance is with Allied Westminster for public liability and employer’s liability   
       insurance.

· The sale of alcohol is not permitted in the hall.  Where hirers sell alcohol, they obtain their 
       own licence.

·  The village hall has a music licence with PPL PRS Ltd.  Performance licences are the 
        responsibility of the hirer and this is stated in the hirer’s agreement.

· The Defibrillator, located on the side exterior wall is the responsibility of the Parish Council       

· The village hall is a member of Community First for information, advice and five-year     
       annual health and safety check of records and visit to the Village Hall. 
 
3.2 Fire Precautions and Checks 
· The Management Committee has instructed and received a Fire Safety Risk Assessment of the Village Hall.  A Fire Assessment policy is attached and the Risk Assessment is also in the H & S file.

· A plan of the village hall showing fire alarm points, fire exits, and fire-fighting equipment is   
      attached, and is on display in the front entrance hall. 

· Hirers of the VH are provided with a Health and Safety Awareness induction at the 
       VH primarily to inform users of Health and Safety measures and Fire Risk.  

· There is an induction for all Trustees and users. All persons attending the Health and Safety 
       Awareness session sign the Fire Safety Logbook.   This is listed on the Schedule.  

· All user groups are expected to do an evacuation procedure and record this in the 
Fire Safety Log.  This is checked to see they have been carried out by the Secretary.  

· There is a landline telephone in Inkberrow Village Hall. It is up to users of the Village Hall to 
       ensure mobile phone accessibility. This is mentioned on the Hire Booking Agreement       
       Form. 

· There is a notice in the foyer with the full address of the VH including the WhatThreeWords 
       location.

· The Management Committee are responsible for testing fire equipment as designated in 
       the Schedule List and keeping a record in the Fire Safety Logbook or in the minutes as 
       applicable. The Fire Alarm is tested weekly.  

· There is a company hired to maintain and service fire safety equipment annually and is  
       recorded in the Fire Safety Logbook. 

· There is a company hired to inspect the electrical state of the VH and is listed on the 
       Schedule List for every five years. 

· PAT testing is done annually by a qualified person and is recorded in the Fire Safety Logbook 
      and is listed on the Schedule List.  

· COSHH –.  Hazardous substances such as cleaning fluids are labelled and kept in a lockable 
       cupboard.  Datasheets are available for floor polish, bleach and cleaning and disinfectant   
       and are in the cleaner’s cupboard in kitchen.  The maintenance of the playing field does 
       not use hazardous substances.

· The Fire Safety logbook is located in the kitchen.  

3.3 Procedure in case of accidents 
 
Call: 	999 or 112 (mobile)  
The location of the nearest hospital Accident and Emergency/Casualty department is the Worcester Royal Hospital. 
 
The evacuation procedure must be announced before every VH event.  Users of the hall are invited to attend the Health and Safety Awareness Training Session or are given details from the Hall Booking Secretary which includes evacuation procedure.  Posters are located around the VH for this purpose.  There is a designated person on the Booking Hire Agreement Form who takes responsibility for evacuation procedure and their own ‘unique’ Risk Assessments.  
 
The First Aid Box is located on the worktop in the kitchen adjacent to the serving hatch. There is an appropriate sign above it. The person responsible for keeping this up to date is the Chairman. The accident forms are kept with the first aid box. These must be completed whenever an accident or incident occurs.  Any accident/incident must be reported to the Chairman of the Management Committee.  Once reported the accident form should be removed from the Accident Book as it contains personal information and should be stored in the lockable store. This information is set out in the Booking Hall Agreement Form. 
 
The person responsible for completing RIDDOR forms and reporting accidents in accordance with the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 is the Chairman. 
 
The VH Event Risk Assessment and checklist is available to all users of the hall as a basis for their own.  The Event Risk Assessment is to help in the prevention of accidents.  An Event Risk Assessment check is made for all non-hirer VH events (no VH events currently held).  
 
3.4 Safety Notes 

All hirers will be expected to read the whole of the Booking Hire Agreement Form and should sign this form as evidence that they agree to the hiring conditions therein. 
 
The hiring agreement states that all statutory or local regulations and rules for public safety must be strictly observed by all users and fire and safety equipment must not be misused or removed from its designated location.  
 
Advice or explanation on the usage of equipment will be made available (upon request) to users of the VH.
 
Fire and other exits must not be obstructed. Fire exists checked for opening.  All rooms, passageways and stage should be free of obstruction to allow for evacuation (recorded in the Fire Safety Log). A general Event Risk Assessment has been carried out.  The Event Checklist that accompanies the Event RA is carried out for every VH event.   No non-hirer VH events currently. 
 
The Emergency lighting is on at all times and is checked regularly by the Management Committee as part of the annual Fire Alarm Check. This is found in the Schedule List and in the Fire Safety Log. All Risks are assessed, and Risk Assessments kept up to date on an ongoing basis (Schedule List) 
 
3.5 Volunteers and Cleaner/s 

The Management Committee is made up of volunteers who are the Trustees of Inkberrow Village Hall and who do, from time to time carry out maintenance tasks that do not require professional contractors.  Together with other volunteers and cleaning staff we/they are made aware of the Health and Safety Policies and Procedures and all the Risk Assessments.  We/they are asked to comply/adhere to them.   
 
The Management Committee recommends that volunteers or cleaning staff should not work alone but understand that this can happen.  The Cleaner and Volunteer Risk Assessment aims to make people aware of keeping safe when working in the Village Hall or in the grounds and especially if on their own.  
 
3.6 Contractors (policy and procedure) o 

· The Management Committee will check with contractors (including self-employed persons) before they start work that: The contract is clear and understood by both the contractors and the Management committee. The contractors are competent/qualified to carry out the work and have any permits that are required (e.g., have appropriate qualifications, references, and experience).

· Contractors have adequate public liability insurance cover. 

· Contractors to carry out their own Risk Assessments, contractors have access to the Health and Safety file including the Asbestos Survey and contractors have responsibility to organise their own health and safety and be responsible for their staff. 

· The contractor to be made aware of which member of the committee is responsible for overseeing that their work is carried out as asked and to a satisfactory standard. 
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Policies and Procedures and Risk Assessments

· Health and Safety Policy and Procedure 
· Fire Safety Risk Assessment Health and Safety Risk Assessment
· Safeguarding Policy 
· Data Protection Policy 
· Roles and Responsibilities of Trustees   
· Arson Policy   
· Inkberrow Village Hall Event Risk Assessment and Checklist for users 
· Asbestos Report and Policy  
· Environmental Policy 
· Sanitary Policy
· Tree Risk Assessment
· Fire Warden Training Pack
· Emergency Evacuation Plan (PEEPS)
· Cleaner and Volunteer Risk Assessment
· Stage Risk Assessment
· Complaints Policy & Procedure
· Accessibility Statement
· Booking Hall Agreement Form and Terms and Conditions
· Plan of building showing evacuation routes
· Fire Extinguisher Locations
· Smoke Alarm Sensor Locations
· Defibrillator Risk Assessment – responsibility of Parish Council

 
