


Safety in Portesham Village Hall

As the Hirer of Portesham Village Hall you are responsible for the safety of everyone in the hall during your period of hire. Please read this leaflet thoroughly.

1    Fire prevention

Ensure you do everything you can to prevent fire occurring in the hall. This includes the following:

· Naked flames are not permitted in the hall, not even tea lights.
· Smoking is not allowed anywhere in the building.
· Highly flammable substances must not brought into or used in any part of the premises.
· Internal decorations of a highly combustible nature (e.g. polystyrene, cotton wool, straw bales) are not permitted.
· No decorations are to be put up near light fittings or heaters. 
· Any electrical appliance brought into the hall must be in good working order, and used in a safe manner.  Any trailing electrical leads must be covered with a rubber mat – please ask the booking’s officer to provide it.
· No unauthorised heating appliances shall be used without the consent of the management committee. 
· Portable Liquefied Propane Gas (LPG) heating appliances must not be used.
· Helium cannisters are not allowed in the hall.
· Nothing should be left on top of a radiator.

2    Fire Safety
At the beginning of your hire period:

· Make sure that you are aware of anyone in your party with hearing, sight or mobility problems which mean they will need assistance if the hall has to be evacuated. Bear in mind that if people get inebriated at your event, they may need assistance in the event of an emergency.
· If there are children at your event without their parents, you must keep a register so that in the event of an emergency you can account for all of them.
· Make sure all fire exits are unlocked and panic bolts are in good working order.
· Check that all escape routes are free of obstruction and can be safely used for swift public exit.
· Look to see that the exit signs are illuminated.
· Check that all the fire doors are closed.
· If the curtains over the fire exits are closed they present an obstruction.  You must identify one person in your party for each fire exit, who, in the event of a fire alarm, goes directly to the curtains to open them.
· Make sure there are no fire hazards on the premises.
· If the chairs are set in concert formation they must be clipped together across the rows and gangways left free as shown in the Hall Seating Plan.

3    If you see or suspect a fire

Raise the Alarm: 
Break the glass on the nearest fire alarm.
SHOUT ‘FIRE’! 
If you cannot be heard flash the lights.

Dial 999 to call the Fire Brigade.
If the fire is small and contained, and only if you are confident with how to use a fire extinguisher, you could try to tackle the fire.  Do not take any risks.
Evacuate the premises through the nearest available Fire Exit.
Close doors and windows as you go.
Assemble in the car park.
Do not re-enter the building.   DO NOT TAKE RISKS
If the fire is outside the building, for example in the oil tank, evacuate the building and clear the area.
Call the Fire Brigade to any fire or suspicion of fire, even if you believe you have extinguished the fire.


4    Accidents

· The first aid box is kept on the counter in the Foyer, just outside the kitchen.

· Please bring all accidents to the attention of a member of the village hall committee as soon as possible. There is a list of people you can contact on the noticeboard in the foyer and on the noticeboard outside of the hall. The accident reporting book is kept in the first aid box.

· Certain types of accident or injury must be reported on a special form to the Incident Contact Centre.  The Bookings Officer will give assistance in completing this form and can provide contact details.

	
5    Problems with equipment in the hall

· Any dangerous failure of equipment belonging to the Village Hall or brought in by the Hirer must be reported as soon as possible.  There is a list of people you can contact on the noticeboard in the foyer and on the noticeboard outside of the hall.

· For less serious problems, the fault reporting book is on the noticeboard in the foyer of the hall.
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