Full Policy Version

Berkswell Reading Room
Health and Safety Policy (Updated January 2026)
This policy is to be read in conjunction with the HSE’s Health and Safety Checklist for Village and Community Halls and fire risk assessment guidance for small and medium places of assembly https://www.hse.gov.uk/voluntary/assets/docs/village-hall.pdf
The Reading Room Committee (the Committee) recognises and accepts its duties in relation to the safe management of non-domestic premises open to the public.  The committee will take reasonable measures to ensure the hall, its grounds, equipment and systems are safe for visitors, hirers, contractors and volunteers .  The committee does not employ staff.
The Committee has no responsibility under the Health and Safety at Work Act for risks created by the work activity of others, such as those maintaining the building, or for the activities organised by those who use the hall..
The Policy covers:
· General health and safety arrangements for the premises
· Fire safety duties under the Regulatory Reform (Fire Safety) Order 2005 as amended
· Incident reporting, first aid, water hygiene (Legionella) and contractor / hirer controls
POLICY STATEMENT
The policy of the Committee is to comply with applicable legislation and relevant codes of practice, and to take reasonably practicable steps to:
· Provide a safe environment for all users 
· Maintain the premises and equipment in a safe condition
· Provide necessary safety information to users and contractors
· Identify, assess, record and review risks; control them; monitor compliance and maintain clear, practical safety arrangements

ROLES AND RESPONSIBILITIEs
General Responsibilities:
· All persons have responsibility for ensuring that their actions do not compromise the health and safety of themselves or any other person on the premises 
· Anyone who observes a practice or potential hazard, that could compromise the health and safety of any person, has the responsibility to act to remove such danger and further to report such incidents to the booking secretary for the attention of the Reading Room Committee 
· Any person noticing potentially hazardous, broken or ineffective equipment has the responsibility to remove such equipment from use immediately and to draw attention of the issue to the booking secretary.

Hirer Responsibilities:
·  complying with all conditions of hire and for ensuring that their organisation/party conducts its activities in line with such conditions, particularly in respect of compliance with all safety requirements and safety notices. Hirers may have responsibilities above and beyond these with regard to insurance and statutory requirements relating to their particular organisation/activity 
· ensuring familiarity with fire safety checks (e.g. keeping fire exits clear) and evacuation procedures 
· designating a responsible person at each hiring/event who will take charge of evacuation in case of emergency 
Contractor Responsibilities:
·  safe working practices in respect of themselves and their employees and for meeting their statutory obligations with regard to Health & Safety legislation and Public Liability Insurance 
· having regard to the safety of hall users when working on the premises and/or in respect of anything left/stored on the premises 
· advising the Reading Room Committee of any flammable or toxic substances that may be used in the course of work on the premises 
Committee Responsibilities:
· ensuring that all visitors, hirers, contractors and users of the Hall are aware of the Health & Safety Policy 
· ensuring that the Health and Safety Policy is fully implemented 
· monitoring compliance with Health and Safety guidelines 
· regularly assessing and reviewing risks and recording such risks 
· keeping an ’Incident Log’ in which any incidents or actions that have, or might have, affected the health and safety of any person may be reported and in which any defective or broken equipment may be noted 
· taking such action as may be necessary to rectify the situation, to correct faults or to arrange repair of equipment to ensure health and safety and noting such action 
· making such arrangements and releasing such funds as may be necessary to assist in the implementation of this Policy 
· making such representations to visitors, hirers, contractors and users of the hall, as may be necessary to ensure their cooperation with Health and Safety Policy, particularly with regard to their actions and activities while on the premises 
· cooperating with hirers, contractors and users of the Hall in pursuance of Health and Safety requirements
As the Responsible Person (RP)- under the Fire Safety Order, the Committee will:
· Ensure the fire risk assessment is recorded in full and kept current
· Record the Reading Room’s Fire Safety Arrangements (FRA) including evacuation procedures, maintenance, testing regimes and roles
· Record the identity and organisation of any individual engaged to undertake or review any part of the FRA and ensure competence
· Keep a Fire Logbook (tests maintenance, defects, RP details)
· Ensure contractors apply relevant Approved Document B amendments when undertaking building works and ensure compliance with transitional rules
· Maintain a UK based address and contact details for statutory notices
KEY SAFETY ARRANGEMENTS
Risk Assessment and Record Keeping
· Maintain a general Health and Safety and topic specific risk assessments
· Record significant risks, control measures, actions and owners and review after any incident / changes or at least annually
Fire Safety Management
· Review the FRA after any incident / change or at least annually. Include occupancy types, evacuation routes, signage, emergency lighting, alarms / extinguishers and fire door condition operation
· Provide a simple plan and signage for evacuation, including assembly points
· Carry out a regular review of escape routes, emergency lighting, fire alarm test, extinguisher pressure
· Keep and share the RP’s registered UK contact address in the Fire Logbook
· Design/ Building works. Where refurbishments are planned, ensure designers / contractors take account of the Approved Document B amendments
First Aid
· Maintain at least one BS-8599 first aid kit suitable for low-risk premises, contents based on needs assessment
· Display local emergency contact details 
Legionella
· Conduct a legionella risk assessment for the Reading Room’s hot / cold water system
· Review after periods of low occupancy
Asbestos
· Maintain an asbestos register / survey
COSHH and Stored Substances
· Maintain an inventory of cleaning products and any other chemicals, store safely
· Ensure hirers / contractors keep flammable substances to a minimum and follow controls

MONITORING AND REVIEW
The Committee will monitor compliance, inspect conditions and review risks assessments and logs annually or sooner if required by legislation or circumstances.
The policy will be reviewed annually or sooner if required by legislation or circumstances.

,
Penny Downing
…………………………………………………………………………………………………
Signed for and on behalf of The Reading Room Committee		Date: January 2026
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