St Mary Bourne Village Centre
(Registered Charity no. 301936)

Health and Safety Policy
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to provide a safe and healthy working environment, so far as is reasonably practicable, for all its staff under

the Health and Safety at Work Act 1974 and the Management of Health and Safety at Work Regulations

1999 and other relevant legislation. The Village Centre also acknowledges its duty of care to avoid
carelessly or recklessly causing personal injury to people or damage to property and its responsibility to

exercise reasonable care in dealings with others and in relation to the upkeep of the Centre.

1. Policy Objectives.
The Village Centre will take all reasonable practicable steps to meet its responsibilities paying particular
attention to the provision and maintenance of:
(i) A safe place of work and safe access to (and egress from) it.
(i) A healthy working environment.
(iii) Plant, equipment and systems of work that are safe.
(iv) Safe arrangements for the use, handling, storage and transport of articles and substances.
(v) Sufficient information, instruction, training and supervision to enable all the team to avoid hazards
and contribute to their own safety and health at work.
(vi) Reasonably practical safe arrangements for protection against risk to health and safety of the
general public or other persons which may arise from the Village Centre's activities.

2. Management Responsibilities.

The Trustees are responsible for ensuring that the safety policy is carried out, including risk assessments,

and that responsibilities for the safety, health and welfare are properly assigned and accepted at all levels.

The Health & Safety Officer will maintain health and safety records including risk assessments, portable
appliance inspections, fire certificates and recordable incidents.
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3. Responsibilities of staff and volunteers.
It is the duty of all staff under Section 7 of the Health and Safety at Work Act to take reasonable care for
the lives of themselves and others who may be affected by their acts and omissions. Every individual
MUST:
(i) Take care of his/her safety whilst at work
(i) Take care for the health and safety of all members of the general public who may be affected by
his/her actions or omissions with particular consideration for the needs of children and young
persons and the elderly and infirm engaged in activities organised by the Village Centre
(iii) Comply with all safety instructions.
(iv) Co-operate with the Health & Safety Officer so as to enable that officer to carry out his or her own
responsibilities successfully.



(v) Not wilfully misuse nor interfere with any item provided in the interests of health, safety or
welfare.

(vi) Report at the earliest opportunity injuries, accidents or dangerous occurrences at work including
those involving the public and participants in Village Centre organised activities.

4. Policy for Visitors and Contractors

On arrival all visitors should be directed to the appropriate member of staff/volunteer. This person will
take responsibility for their visitors and assist in their evacuation from the building during an emergency
or arrange help in event of an accident.

5. First Aid and Accident Reporting.
(i) First Aid.
a) All groups and activities must have first aid cover and be able to provide appropriate
paperwork.

b) A First Aid Box is provided in each kitchen (responsibility for replenishment is the Health &
Safety Officer)

(i) Accidents
a) Inthe event of an injury or iliness, call for a member of staff/volunteer or ring for an
ambulance directly. To call an ambulance - dial 999 and ask for ambulance.

b) All accidents must be reported to (the Health & Safety Officer) or another member of
staff/Trustee on duty immediately or as soon as practicable.

c) All accidents must be entered in the accident book situated in the kitchen.

d) The Health & Safety Officer will investigate incidents, accidents and near misses, writing a
detailed report for the Trustees to consider the actions necessary to prevent a recurrence.

6. Fire Drills and Evacuation Procedures.
(i) Fire Drills.

a) All staff must know the fire procedures, position of fire appliances and escape routes.

b) The Fire alarm points, fire exits and emergency lighting system will be tested each [quarter]
and actions recorded in the logbook provided.

c) The last person securing the Centre shall ensure [Fire Prevention Close-Down Checks] are
made of all parts of the premises at the end of a session.

(ii) In the event of fire:
a) Persons discovering a fire should sound the nearest alarm.

b) The first duty of all staff is to evacuate all people from the Centre by the nearest exit
immediately the fire is discovered.

c) All persons must evacuate the building, and where possible without personal risk, leave all
doors and windows closed.

d) The assembly point for the whole building is the car park. No-one should leave the assembly
point without the permission of a member of staff/volunteer.



e) If afire occurs the Fire Brigade must be called immediately by dialling 999 and asking for
Fire.

f) When the Fire Brigade arrives advise whether all persons are accounted for and the location
of the fire.

7. Smoking

St Mary Bourne Village Centre is a ho-smoking environment. Staff/Volunteers and users of the Centre
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Health & Safety Officer is responsible for managing the No Smoking policy

Staff (including volunteers) of the Village Centre are not allowed to smoke in public whilst on duty.

8. Safe equipment
The person responsible for identifying all equipment that needs maintaining is the Health & Safety
Officer or designated deputy.

The person responsible for ensuring effective maintenance procedures are drawn up is the Health &
Safety Officer or designated deputy.

The person responsible for ensuring the above maintenance procedures are carried out is the Health &
Safety Officer or designated deputy.

The person who is responsible for checking that new equipment meets health and safety standards
before it is purchased is the Health & Safety Officer or designated deputy.

9. Safe handling of and use of substances
The person responsible for identifying substances which need a COSHH assessment is the Health &

Safety Officer or designated deputy.

The person responsible for undertaking COSHH assessments is the Health & Safety Officer or
designated deputy.

The person responsible for ensuring all the actions reduce the risks identified in the assessments are
implemented is the Health & Safety Officer or designated deputy.

The person responsible for informing all relevant workers of the outcome of the COSHH assessments is
the Health & Safety Officer or designated deputy.

The person responsible for checking (before purchase) that all new substances can be used safely and
are the safest alternative capable of performing the task is the Health & Safety Officer or designated
deputy.



