DODDINGTON VILLAGE HALL
HEALTH & SAFETY POLICY


Doddington Village Hall is a registered charity managed by its trustees. The trustees form the committee which has responsibility for the day to day management of the hall. The committee recognises its responsibility for health & safety within the hall environs and of all users of the hall.

Policy Statement & Aims

To provide healthy and safe working conditions, equipment and systems of work for all users, hirers, volunteers, contractors, committee members and other visitors to the hall.

To keep the hall premises and equipment in a safe condition for all users.

To provide such advice and information as is necessary for all users, hirers and visitors.

The Doddington Village Hall committee will comply with all relevant Health & Safety legislation and will be proactive in preventing injury, ill health, or any danger arising from activities or operations within the village hall.
The committee recognizes that the effective prevention of accidents depends as much on a mental attitude to safety as on the maintenance and operation of equipment and safe systems of work.
Therefore the committee will encourage all volunteers, hirers, users, contractors and other visitors to engage in the establishment and observance of safe working practices. They will also be expected to recognize that there is a duty on them to comply with the provisions of this health & safety policy, with all safety requirements set out in the hiring agreement and with any safety notices on the premises and to accept responsibility to do everything they can to prevent injury to themselves and others.

The committee will review this policy annually and also as required by any change of circumstances. Individuals with responsibility for aspects of health & safety will report to the committee regularly any accidents, faults, misuse or other matter that could affect health & safety of users. These reports and subsequent actions will be recorded in the minutes of committee meetings.
Responsibilities

The Doddington Village Hall committee has overall responsibility for health & safety at Doddington Village Hall and takes day to day responsibility for the implementation of this policy. The committee can appoint a specific member to lead on health & safety on their behalf.

It is the duty of all hirers, users, volunteers, contractors and other visitors to take care of themselves and others who may be affected by their activities, to do everything they reasonably can to prevent injury to themselves and others, and to co-operate with the committee in keeping the premises safe and healthy.

Should anyone using the hall come across any fault, damage or other issue or situation that might cause injury and that cannot be rectified immediately, they should inform the Health & Safety rep, the Booking secretary or the Chair as soon as possible so that the problem can be dealt with.

Where equipment is damaged or otherwise faulty a notice should be placed on it warning that it is not to be used and it should be reported immediately to the Health & Safety rep, the Booking secretary or the Chair as soon as possible.

The following persons have responsibility for specific items / activities:

First Aid Box:			Karen Potts
Reporting of Accidents:		Chair
Fire precautions & checks:	Health & Safety rep
Risk assessment/inspections: 	Health & Safety rep
Information to contractors:	Chair
Information to hirers: 		Bookings coordinator
Insurance:				Treasurer



Arrangements & Procedures
Insurance:
The village hall holds Charity and Community Connect insurance to cover the management and letting of the Village hall, including public liability insurance. Cover is provided by Ansvar; Policy number CCP2274882; Renewal date 24 December 2025.

Licenses:
The hall is licensed for music, singing and dancing by Swale Borough council.
The hall is not licensed for the sale of alcohol, but the committee will apply for a Temporary Event License as and when required, for events managed by the hall committee only.
A Performing Rights Society Music Certificate is held and renewed annually. 

Fire precautions and checks:
The committee has completed a Fire Risk assessment in accordance with the Regulatory Reform (Fire Safety) Order 2005. 
Chris Thompson has responsibility for testing equipment and keeping a logbook.
Fire safety equipment is maintained and serviced by Spectrum Fire Protection Ltd, Mount Pleasant Road, Hastings, TN34 3SB.

Checking of equipment, fittings and services:
Weekly: Door mats and stops, clocks, toilets, water heaters, stage, fridges, outside lights, emergency lighting, fire doors, all lights, torch, water boilers, and fire alarm.
Monthly: First aid box, ladders and steps, locks and sockets.
Half yearly: Window cleaning, outside gutters.
Yearly: Fire extinguishers, electrical certificate, gas boiler.

Procedure in case of accident:
A defibrillator is located on the outside front wall of the village hall.
The First Aid box is located in the kitchen.
Any accident must be reported to the committee Chair.

Hirers:
Hirers will have access to this Policy statement. They will be expected to read the hiring agreement and should sign the hiring form, or confirm by e-mail, to evidence that they agree to the hiring conditions and the hirers responsibilities as set out in the document attached to the hiring agreement.

Contractors:
The committee will check with contractors (including self-employed persons)
before they start work that:
The contract is clear and understood by both the contractor and the
committee.
The contractor is competent to carry out the work, e.g. have appropriate qualifications, experience, references.
The contractor has adequate public liability insurance cover and the committee has seen the relevant certificate.
The contractor has seen the hall’s Health and Safety Policy Statement and is aware of any hazards which might arise (e.g. electricity cables or gas pipes)
The contractor does not work alone on ladders at height (if necessary a second person should be present)
The contractor has their own health and safety policy for their staff.
The contractor knows which member of the Committee is responsible for overseeing that their work is as agreed and to a satisfactory standard.
The contractor must comply with current regulations relating to electrical installations, electrical equipment and gas installations.
The contractor has advised the Committee of any flammable or toxic substances that may be used on the premises.
The contractor will have regard to the safety of hall users when working on the premises and/or in respect of anything left/stored on the premises.
The contractor has a mobile phone for use in emergencies.

Safety Practices:
The village hall interior is a No Smoking and No Vaping area.

Fire Procedure notices are displayed on the hall notice boards.
Each group that regularly uses the hall is advised to have its own evacuation and fire drill procedure. 

Do make sure that all emergency exit doors are clear and unlocked as soon as the hall is to be used and throughout the hiring period.
Do not operate or touch any electrical equipment where there are signs of damage, exposure of components or water penetration etc.
Do not work on steps, ladders or at height until they are properly secured and another person is present.
Do not attempt to lift, take down from above head height or move anything that you know is probably beyond your capability; if necessary ask for help.
Do not leave portable electrical or gas appliances operating while unattended.
Any electrical appliances brought onto the premises should be in good working order with plugs safely and securely fitted. Any appliances known to be faulty or that might cause danger must not be used in the hall.
Do not attempt to move heavy or bulky items (e.g. stacked tables or chairs).
Do not stack more than four chairs.
Ensure that freestanding equipment will not topple over.
Do not allow children in the kitchen except under close supervision 
Avoid over-crowding in the kitchen.
Follow the hygiene guidelines
Ensure there is adequate lighting for the activity being undertaken.
Ensure there is nothing which may be a fall or trip hazard.
Do not put anything on the heaters or their guards.
Mop up liquid spills immediately.
Store hazardous substances (e.g. bleach) appropriately and out of reach of children and other vulnerable people.
Wear suitable protective clothing when handling cleaning or hazardous substances.
Report, as soon as practicable, any evidence of damage or faults to equipment or the building’s facilities to the Chair.
Report every accident in the accident book (which is kept in the Village Hall document file in the kitchen) and, as soon as practicable, to the Chair.

 Keyholders:
The following trustees hold keys to Doddington Village and can be contacted for urgent access:
Les Roberts,	Chairman, 07944 284173
Chris Thompson, Committee, 07527 400045
Liz Grant, Lettings Secretary, 07396 493283
Karen Potts, Committee, 07485 148791
Graham Cuthbert, Parish Council, 07843 287704
Andy Hall, Committee, 07932 112313
Christine Adams, Committee, 07751 667232




Les Roberts
Signed on behalf of the Trustees
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