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	BUILDING/LOCATION
	ASSESSMENT
	ARRANGEMENTS/ACTION TO BE TAKEN

	Pavilion Building
	Regular external visual assessment
	Maintenance/repairs arranged at the earliest opportunity by a competent person.

	
	Regular internal visual assessment
	Maintenance/repairs arranged at the earliest opportunity by a competent person.

	
	H&S Regulations
	Copy given to any person/organisation who hires out the facilities, i.e.
•	This is a No Smoking facility.
•	Users must be familiar with the location of the fire extinguishers, fire blanket and emergency exits.
•	This facility is equipped with emergency lighting and a fire alarm.
•	Emergency exits are to be unlocked and kept clear whilst the Pavilion is in use.
•	All lights are to be switched OFF after use.
•	If a water urn is used, care must be taken to site the urn on a flat stable surface away from young children.
•	In the event of a fire, the Pavilion should be evacuated in an orderly manner using the nearest appropriate exits and the Fire Brigade called by dialling 999.
•	A First Aid Box is located in the kitchen.
•	Defibrillator - An Automated External Defibrillator is located on the front wall of the Pavilion and can be accessed by dialling 999.
•	The hirer is responsible for ensuring that any electrical appliances that are brought onto the premises are safe and used in a safe manner and comply with the Electrical Safety at Work Regulations 1989.
•	Any faults or damage are to be reported to the Parish Clerk as soon as possible so that they may be rectified (contact details below).

	
	Showers
	Cleaner to flush showers through weekly.
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	Pavilion – Office Working
	Risk Assessment Policy
(P&P adopted March 2017)
	To be adhered to by all staff:
1.	The Clerk should make sure that the office has the following certificates:
	a.	Fire.
	b.	Electrical.
	c.	Electrical appliances.
2.	The office must be properly secured each night.
3.	Where possible, office equipment should be turned off at the end of the working day.
4.	Should any damage be discovered, this should be reported to Parish Councillors and any necessary action taken to ensure the security of the building, informing the Police as necessary.
5.	All staff should have a working knowledge of the operating procedures for all office equipment.
6.	When the office is open, all office shutters must be open and the door into the pavilion unlocked (to aid escape in the event of a fire).
7.	All office staff should be aware of the electrical cut out switch.
8.	All fire extinguishers should be in date/serviced regularly and all staff should know how to use such equipment.
9.	A First Aid Box is provided and located in the kitchen, together with an Accident Record Book.  This book must be maintained for injuries to staff and public alike.  The First Aid Box should be checked on a regular basis and replenished as necessary.
10.	The mobile phone should be in the possession of the Clerk with the exception of when on holiday, when it should be left in the office for use by other office staff.

	
	Lone Working Policy
(P&P adopted March 2017)
	The Parish Council are aware that lone working could possibly have a perceived inherent danger.  Some of the items listed are self-explanatory and need no further explaining.  A copy of this policy is to be given to all members of staff.
1.	Whilst working alone, during the hours of darkness, the office should be secure with the main entrance door locked.
2.	When the office is open, all office shutters must be open.
3.	If a member of staff feels at risk, they should telephone 999 immediately.
4.	When attending the office on meeting nights, if a member of staff is unhappy for any reason, they should remain in their vehicle and wait for a Councillor to arrive and open and enter the office together.
5.	If a person/s attends the office and their demeanour gives rise to anxiety, they should be asked to leave and staff should contact another member of the Parish Council and the Police if necessary.
6.	When the office is vacated to use the toilet facilities, the main external office door should be locked.
7.	The safe should be covered at all times and valuable items should not be in open display.
8.	When the office is open, the door into the Pavilion from the office should be unlocked and locked again when vacating the building, returning the key to the key box.
9.	Torches are provided by the Council for use by staff during hours of darkness.
10.	When arriving at the office if there is a cause for concern, staff should not enter the building but contact another Parish Councillor and the Police if necessary.
11.	The Clerk and Parish Council will review this policy from time to time.

	
	Health & Safety Policy Statement (H&S at Work etc Act 1974)
(P&P adopted October 2016)

	The Council’s general policy is:
•	To provide adequate control of the health and safety risks arising from our work activities;
•	To consult with our employees on matters affecting their health and safety;
•	To provide and maintain safe plant and equipment;
•	To ensure safe handling and use of substances;
•	To provide information, instruction and supervision for employees;
•	To ensure all employees are competent to do their tasks, and to give them adequate training;
•	To prevent accidents and cases of work-related ill health;
•	To maintain safe and healthy working conditions;
•	To review and revise this policy as necessary at regular intervals.
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	Recreation Grounds x 3
(Shedfield Rec, Shirrell Heath Rec & Waltham Chase Rec)
	Annual Playground Inspections
	Arranged through Winchester City Council programme of inspections.
Included on Open Space Agenda/Minutes.
Inspection Reports circulated to the Committee and action taken as necessary to rectify any defect/H&S issue at the earliest opportunity.
Equipment taped off/put out of action as necessary.

	
	Weekly Visual Assessments
	Included on Contract/Work Schedule for Grounds Maintenance Contractor.
Ticket sheets completed for each item of equipment – informed immediately by telephone/email of any defects.  Action taken to rectify any defect/H&S issue at the earliest opportunity by a competent person.
Equipment taped off/put out of action as necessary.

	
	Reports of damage from members of the public
	Site visited at the earliest opportunity and equipment taped off/put out of action.
Action taken for repairs to be undertaken at the earliest opportunity by a competent person.  Quotations to be obtained as soon as possible.
Came & Company Insurance informed as necessary.
Police informed if suspected criminal damage

	
	Football Pitch (Shedfield Rec)
	Football goal post sockets to be covered over at all times.
Covers to be replaced at the earliest opportunity if lost/missing.

	Allotments
	Tenancy Agreement
	Tenancy Agreement to include a clause that Tenants use at ‘own risk’.
Allotment tenants to hold appropriate public liability insurance cover (usually covered by home contents insurance) to ensure that in the event of injury a claim can be made against the most appropriate person rather than solely falling to the Council.

Periodic plot inspections to be carried out by the allotment administrator to check that Tenants are adhering to their Tenancy Agreement. 

	
	Footpaths monitored
	Tenants to monitor and report any problems; although use is at ‘own’ risk.




	Cemetery
	Annual Safety Testing of Memorial Stones
	Included on Agenda and Minutes of Cemetery & Common Committee.
Arranged to be conducted by Councillors in February/March each year.
Memorial Stones found to be loose are laid down and attempt made to contact relatives if details are available.

	
	Regular walk-round/visual assessment of the pathways/grounds by Chair of Cemetery & Common Committee/
Councillors/Clerk
	Specialist advice taken from tree surgeons if necessary/3 quotations obtained for maintenance work required.
If work deemed emergency, a tree surgeon will be instructed immediately to carry out work required.
Consultation with WCC Tree Officer as necessary, i.e. relating to TPOs.

	
	Notice at Cemetery Entrance
	Includes “All memorials are placed at ‘owner’s risk’ with no responsibility taken by the Parish Council”

	
	Graves
	Grave digger to work cleanly, taking appropriate steps to ensure spoil is placed neatly in the spoil heap provided.  No spoil mounds to be left which might cause a trip hazard to visitors.
Grave digger aware that open graves must always be covered with planks prior to a burial.

	Shedfield Common
	Regular walk-round/visual assessment of the Common by Chair of Cemetery & Common/Committee/
Councillors/Clerk
	Specialist advice taken from tree surgeons if necessary/3 quotations obtained for maintenance work required by a competent person.
If work deemed emergency, a tree surgeon will be instructed immediately to carry out work required.
Consultation with WCC Tree Officer as necessary, i.e. relating to TPOs.

	
	Reports from members of the public
	Unable to mitigate for general trips/slips due to such things as rabbit holes but if a report is received, e.g. large hole made by animal, arrangements are made to fill at the earliest opportunity by a competent person.



The above list is not exhaustive but serves as an indication as to how Shedfield Parish Council attempts to mitigate against risk where at all possible.

