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Cononley Village Institute - HEALTH & SAFETY POLICY plus Risk Management policy

Part 1 - Purpose 
a) To provide healthy and safe working conditions, equipment and systems of work for our employees, visitors, volunteers, Committee members and hirers;

b) To assess risk and make reasonable adjustments 

c) To keep the Village Institute and equipment in a safe condition for all users; and

d) To provide training and information necessary.

Cononley Village Institute recognises that the effective prevention of accidents depends as much on a committed attitude of mind to health and safety as on the operation and maintenance of equipment and safe systems of work. To this end, it will seek to encourage employees, visitors, volunteers, Committee members and hirers to engage in the establishment and observance of safe working practices. 
Employees, visitors, volunteers, Committee members and hirers are expected to recognise that there is a duty on them to comply with the practices set out by the committee, with all safety requirements set out in the hiring agreement and with safety notices on the premises, and to accept responsibility to do everything they can to prevent injury to themselves or others.

Scope - This policy relates to the village hall building and all activities taking place within the hall, and the adjoining outside area, off site activities relating to the Village Institute that are the responsibility of the Village Hall Trustees.

Part 2 - Organisation of Health & Safety
The Cononley Village Institute Sole Trustee Cononley Parish Council has overall responsibility for Health & Safety at Cononley Village Institute, which is delegated to the Cononley Village Institute Advisory Committee. A building risk assessment and fire risk assessment is completed annually. 

The person delegated to have day to day responsibility for the implementation of this policy is the CVI Secretary: Contact: cvicononley@gmail.com


It is the duty of all employees, visitors, volunteers, Committee members and hirers to take care of themselves and others who may be affected by their activities and to co-operate with management in keeping the premises and its grounds safe and healthy.
Should an employee, visitor, volunteer, Committee member or hirer come across a fault, damage or other situation which might cause injury and cannot be rectified immediately, then contact  cvicononley@gmail.com or the Caretaker / Booking agent Kim Hardy 01535 630371 or gillboucher@talktalk.net as soon as possible in order that the problem can be dealt with. 

Where equipment is damaged a notice should be placed on it warning that it is not to be used, and if possible, it should be moved to the store room.

To promote effective Health and Safety, the following issues are monitored by Cononley Village Institute Advisory Committee:

· Insurance – displayed in locked CVI notice board in entrance and in Risk File in kitchen

· First Aid Kit – in the kitchen

· Incident / Accident reporting – in the kitchen

· Annual fire extinguisher checks, 6 monthly fire alarm check, annual PAT test, annual emergency light checks, 5 yearly electrical installation checks, annual boiler service and gas checks. Fire precautions and annual equipment checks 

· Fire Risk Assessment and Inspections (agreed by Trustees)

· Building Risk Assessment and Inspections (agreed by Trustees)

· COSHH Regulations (NB this is working with hazardous substances have ACRE guidelines only relevant for cleaning materials)

Part 3 - Arrangement and Procedures
3.1- Licence
Cononley Village Institute hall has a Premises Licence authorising the regulated entertainment and licensable activities at specific times – displayed in locked CVI notice board in entrance

3.2- Fire Precautions, Checks and Procedure
A copy of the Fire Risk Assessment https://www.cononleyinstitute.co.uk/private-hire

Person with responsibility for testing of fire safety equipment: Caretaker
An annual fire extinguished check is carried out by a specialist company. 

6 monthly fire alarm check, is carried out by a specialist company

An annual boiler service and gas checks is carried out by a specialist company

In addition, electrical equipment will be PAT tested annually and electrical installation and lights 5 yearly


Part 4- Safety Rules
Copies of the building risk assessment and conditions of hire  https://www.cononleyinstitute.co.uk/private-hire.

Other policies can be seen on https://www.cononleyinstitute.co.uk/about-us

4.1- Hirers and visitors
All hirers will be expected to read the whole of the Hiring Agreement and should sign the hiring form as evidence that they agree to the hiring conditions. All new hirers will also be given information by the Caretaker / Booking Secretary about safety procedures at the Hall which they will be expected to follow.  

All employees, visitors, volunteers, Committee members and hirers are expected to recognise that there is a duty on them to comply with the relevant policies, fire and building risk assessments, all safety requirements set out in the Hiring Agreement, any safety notices on the premises and to accept responsibility to do everything they can to prevent injury to themselves or others.

Part 5- Control of Substances Hazardous to Health (COSHH) Regulations
All substances that are hazardous to health must be handled correctly and stored safely.

Part 6 - Protective clothing
Should it be necessary, items of protective clothing and apparatus should be identified and supplied by the Management Committee in order that no job is undertaken where it is felt that the provision of protective gear is inadequate.

Part7- Training and information
Specialist training and information will be provided if required provided to employees, visitors, hirers and contractors to enable them to use the Hall and Health Centre safely.

Other relevant polices include:
Equalities and Diversity Policy
Safeguarding Policy
Accident policy
Lone working policy
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