Riston Village Hall — Health & Safety Policy

For Long Riston Village Hall
Policy Last Reviewed: July 2025
Next Review Due: July 2026

Part 1 — General Statement of Policy

Riston Parish Council is committed to ensuring the health, safety, and welfare of its employees, volunteers,
hirers, Council members, contractors, and all users of Long Riston Village Hall.

Our aims are to:
e Provide safe and healthy working conditions, equipment, and systems of work.
e Maintain the Village Hall and its equipment in a safe condition for all users.
e  Offer appropriate training, guidance, and safety information.

We also accept responsibility for others affected by our activities.

Riston Parish Council complies with all relevant Health & Safety legislation and takes reasonable steps to
prevent injury, ill health, or loss. Effective safety management depends on both good systems and a proactive
attitude. We encourage all staff, volunteers, and users to take safety seriously and follow best practices at all
times.

Responsibilities of all users:

All individuals—employees, Council members, hirers, and visitors—must:
e  Follow all health and safety instructions.
e Exercise care and attention to avoid injury.

e Report hazards, faults, or unsafe practices.

Part 2 - Fire Precautions and Procedures
Fire Risk Assessment:
o Located in the filing cabinet in the storage room. Reviewed annually or after any significant changes.
Responsible Person for Fire Safety Equipment Testing:
e Name/Role: Caretaker / Clerk
Maintenance Provider:

e  Fire Protection Services
Unit 11 Enterprise Way, Becky View Road, Beverley HU17 0JT
Work Carried Out: Fire alarm servicing, emergency lighting test and inspection.

Fire Service Contact:
e  Address: Molton Way, Northampton NN3 6XJ

e Phone: 01604 797000
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Fire Evacuation Plan:
e Displayed on noticeboards and located in the Health & Safety File.
e All hirers and users must familiarise themselves with evacuation routes and assembly points.

e  Fire drills will be held annually and recorded.

Part 3 — Safety Rules
3.1 — Hirers and Visitors
Hirers must:
e Sign the Hiring Agreement, confirming they’ve read and agreed to the Booking Conditions.
e Be briefed on the location of:
o  First Aid Kit
o Accident Book
o Fire exits and fire alarm points
o Health & Safety File
Risk Mitigation Practices:
To reduce risk, the following must be followed:

e  Emergency exits must be unlocked and clear at all times.

Do not use damaged electrical equipment.

e Secure ladders/steps before use; second person must be present.

o Never leave portable appliances unattended.

e  Only PAT-tested equipment may be used on-site.

e  Use trolleys for heavy items.

e  Stack chairs no more than five high.

e Never move water boilers while hot.

e  Children allowed in kitchen only with close supervision.

e Wear protective clothing when using cleaning products.

e Mop all spills immediately.

e Do not leave trip hazards (e.g. bags, buggies) in walkways or corridors.
e Use adequate lighting to avoid slips or trips.

e Report any faults or damage to the Caretaker.

e Record all accidents in the Accident Book and inform the Caretaker.

e Do not obstruct the fuse box in the storage room.

2|Page



o Keep wheelie bins at least 2 metres away from the building’s perimeter.
3.2 - Contractors
Before any work begins, the Clerk must ensure:

e Both parties understand the contract.

e Contractors are competent (experience, qualifications, references).

e Public Liability Insurance is in place.

e They’ve seen the Health & Safety File.

e They’re aware of site-specific risks (e.g. gas or electrical points).

e No work at height is conducted alone.

e The contractor has their own H&S policy.

e Aresponsible Council member oversees the work.

e All electrical work complies with IEE Regulations.

Part 4 — Accident Procedures
4.1 - Emergency Assistance
e Nearest Hospital A&E: Hull Royal Infirmary, Hull

e Nearest GP Surgery: Leven Practice, Leven
Phone: 01964 542155

4.2 - First Aid
e Location: Kitchen
4.3 — Accident Reporting

e Accident Book: Located in the leaflet rack in the First Aid Box (kitchen).

e Allincidents must be recorded and reported to the Caretaker and Clerk.

RIDDOR Reporting (by Caretaker)
Incidents to report under RIDDOR include:
e Bone fractures (except fingers/toes)
e Amputations
e Joint dislocations (shoulder, hip, knee, spine)
e Eyeinjuries or sight loss
e  Electric shock requiring medical attention
e Unconsciousness from asphyxiation or harmful substances
e Severe illness from biological or chemical exposure

All RIDDOR forms and guidelines are in the Health & Safety File.
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Part 5 — Insurance

The Clerk retains a digital copy.

Part 6 — Training and Policy Distribution

e All new employees will receive a copy of this policy.

Hirers receive a summary and must acknowledge receipt in the Hiring Form
e Volunteers and contractors will be made aware of their responsibilities.

Part 7 — Risk Assessments

e A full set of current risk assessments is:

o Displayed on the pin board in the entrance hall

@)

Kept in the Health & Safety File

Part 8 — Policy Review

This Health & Safety Policy is reviewed annually.

Our current insurance certificate is displayed on the notice board in the entrance hall.

These are reviewed annually, or after significant changes to activities, staffing, or layout.
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