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Mottram Community Association
Health and Safety Policy and Procedures

1. Policy Statement
Mottram Community Association (MCA) is committed to providing a safe and healthy environment for all volunteers, trustees, visitors, hirers, and members of the public using Mottram Community Centre.
As a volunteer-run organisation, MCA recognises that everyone has a responsibility to maintain a safe environment and comply with the Health and Safety at Work Act 1974, related regulations, and Charity Commission guidance.

2. Responsibilities
Board of Trustees
· Overall responsibility for health and safety at MCA. 
· Ensure policies and procedures are implemented and reviewed annually. 
Designated Health & Safety Lead
· Appointed trustee responsible for day-to-day health and safety oversight. 
· Conduct risk assessments, inspections, and reviews. 
· Ensure volunteers are aware of health and safety policies. 
· Maintain records of incidents, inspections, and tests. 
Volunteers and Hirers
· Follow all health and safety procedures. 
· Report hazards, accidents, or near misses immediately. 
· Attend health and safety inductions relevant to their role. 

3. Risk Assessment
· MCA will conduct regular risk assessments for the centre and all activities, including: 
· Trips and slips 
· Fire and evacuation
· Manual handling 
· Electrical equipment and installations 
· Hazardous substances 
· Risk assessments will be recorded, and reviewed annually, or sooner if conditions change. 
· Control measures will be put in place to reduce risks to the lowest practicable level. 

4. Fire Safety
Fire Risk Assessment
· A fire risk assessment will be carried out annually or after significant changes to the building or usage. 
· Assessments will identify: 
· Fire hazards 
· Persons at risk 
· Control measures 
· Emergency procedures
Fire Alarm Testing
· Fire alarms will be tested weekly by a designated volunteer or trustee. 
· Records of all tests, faults, and maintenance will be kept in a fire log book. 
Emergency Procedures
· Fire escape routes and exits will be clearly marked and kept free of obstruction. 
· Fire drills will be carried out at least annually for all regular users of the centre. 
· Staff, volunteers, and hirers will be informed of fire evacuation procedures. 
· Fire-fighting equipment will be inspected annually by a competent person.

5. Reporting Accidents and Incidents
· All accidents, incidents, and near misses must be reported immediately to the Designated Health & Safety Lead. 
· Records will be maintained in an Accident Book, including: 
· Date and time 
· Location 
· Individuals involved 
· Description of incident 
· Action taken 
· Witnesses 
· Serious incidents (e.g., those requiring hospital treatment) will be reported under RIDDOR (Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013) to the Health and Safety Executive (HSE) where applicable (information here).

6. Electrical Equipment and Maintenance
· All electrical equipment must be visually checked before use. 
· Portable appliance testing (PAT) will be carried out every 3 years by a competent person. 
· Faulty equipment must be removed immediately and not used until repaired. 

7. First Aid
· MCA will provide adequate first aid provision: 
· A designated first aid volunteer will be available during activities where possible.
· A first aid kit will be kept in an accessible location. 
· First aid incidents will be recorded in the First Aid Book. 
· Volunteers and hirers should know the location of first aid equipment and emergency contact numbers. 

8. Manual Handling
· Volunteers and hirers must follow safe lifting and handling procedures. 
· Risk assessments will identify tasks that require special handling precautions. 
· Assistance or mechanical aids should be used where appropriate. 

9. Hygiene and Infection Control
· The centre will maintain good hygiene standards, including: 
· Clean toilets and kitchen areas 
· Regular cleaning schedules 
· Adequate handwashing facilities 
· All users will follow hygiene procedures when handling food, cleaning, or dealing with spills.

10. Display Screen Equipment (DSE)
· Volunteers using computers or laptops should ensure safe workstation setup. 
· Regular breaks and ergonomic practices are encouraged to reduce fatigue or injury. 

11. Contractors and Hirers
· Contractors must provide evidence of their own health and safety arrangements. 
· Hirers must comply with MCA’s health and safety requirements, including: 
· Familiarity with fire exits and evacuation procedures 
· Reporting accidents or hazards 
· Ensuring that any activities involving children or vulnerable adults meet safeguarding and safety requirements

12. Training and Awareness
· Volunteers will receive an induction covering: 
· Fire safety 
· Accident reporting 
· Safeguarding (children and adults at risk) 
· Centre-specific risks 
· Refresher training or updates will be provided as needed. 

13. Monitoring and Review
· Health and safety procedures, risk assessments, and incidents will be reviewed annually by the Board of Trustees. 
· Lessons learned from incidents will be incorporated into practice to prevent recurrence.


Mottram Community Association
Health and Safety Procedure
1. Fire Safety Procedures
1.1 Fire Alarm Testing
· Frequency: Weekly 
· Procedure: 
1. Designated volunteer/trustee presses the test button on the fire alarm panel. 
2. Confirm that all alarms sound throughout the building. 
3. Record date, time, and initials in the Fire Log Book. 
4. Report any faults immediately to the Designated Health & Safety Lead. 
1.2 Fire Drill
· Frequency: At least once per year 
· All regular groups must undertake their own drill in their session time. 
· Procedure: 
1. Announce the drill to all building users. 
2. Evacuate the building calmly via the nearest fire exit. 
3. Assemble at the designated assembly point outside. 
4. Check that all volunteers, staff, and visitors are accounted for. 
5. Record drill completion and any issues in the Fire Log Book.
1.3 Emergency Evacuation
· Fire exits and escape routes must never be obstructed. 
· Volunteers/hirers should: 
· Familiarise themselves with exits 
· Assist anyone with mobility issues 
· Call 999 if the fire is not controlled 

2. Accident and Incident Reporting
2.1 Reporting Procedure
· Report all accidents, incidents, or near misses to the Designated Health & Safety Lead immediately. 
· Complete an Accident/Incident Report Form, including: 
· Date, time, and location 
· Names of those involved and any witnesses
· 
· Description of what happened 
· Immediate action taken 
2.2 Record-Keeping
· All reports are stored in the Accident Book. 
· Serious incidents are reported to HSE under RIDDOR if required. 
· Trustees review incidents monthly to identify any patterns or risks. 

3. Electrical Safety
· Visual check all equipment before use. 
· Do not use faulty equipment. 
· Keep records of testing and repairs. 

4. Manual Handling
· Only lift items within your capacity. 
· Use trolleys or seek assistance for heavy objects. 
· Avoid twisting; lift with your legs, not your back. 
· Report any strain or injury immediately. 

5. Hygiene and Infection Control
· Wash hands regularly, especially before handling food. 
· Clean up spills immediately to prevent slips. 
· Dispose of waste correctly. 
· Clean toilets and kitchen areas daily or after use.

6. Contractors and Hirers
· Contractors must provide a copy of their health & safety policy. 
· Hirers must: 
· Read and follow MCA’s H&S procedures 
· Report hazards or accidents immediately 
· Know the location of fire exits, fire extinguishers, and first aid kit 

7. Reporting Hazards
· Any hazard must be reported to the Designated Health & Safety Lead immediately. 
· A Hazard Report Form should be completed, detailing: 
· Location 
· Nature of the hazard 
· Action taken or required 

8. Weekly / Monthly Checklists
8.1 Weekly Checklist
· Fire alarm test completed and logged 
· Fire exits and escape routes clear
· First aid kit fully stocked 
· Hazardous items stored safely 
· Clean floors to prevent slips/trips 
8.2 Monthly Checklist
· Check lighting and electrical safety 
· Inspect fire extinguishers and emergency lighting 
· Review any reported accidents or near misses 

9. Training & Induction
All volunteers and hirers must receive:
· Health & safety induction 
· Fire evacuation briefing 
· First aid guidance (for designated volunteers) 
· Awareness of accident reporting procedures 

10. Record-Keeping & Review
· All H&S records, accident forms, fire drill logs, PAT certificates, and hazard reports are stored securely. 
· The Board of Trustees reviews all records annually. 
· Policies and procedures are updated at least annually, or sooner if legislation or practice changes. 
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