Hatley Parish Council

(Insurance and Health and Safety) Risk Assessment

Adopted 15 January 2007
Revised on 21 July 2009
This document aims to identify all potential risks relating to Hatley Parish Council and to record how they are minimized.  This document will be reviewed annually at the Annual General Meeting.
Annual inspections must be carried out before each Annual General Meeting and outcomes should be reported at the AGM.

Hatley Village Hall manager to arrange for annual inspections marked with an asterisk in Section C.

Statutory documents of the Parish Council, listed in Section D, to be reviewed at each Annual General Meeting.
A.  Items purchased for the Parish
	Risk
	Risk level


	Minimisation
	Action by when?
	Date done
	Comments and date

	Play equipment on playing field in Hatley St George

(Junior swings; baby swings; structure with slide, climbing rope, fireman’s pole, steps and platform)


	High
	Public liability insurance held by Hatley Parish Council (HPC).  

Equipment inspected weekly by Mr Chris Ball (paid £5 per week)
Equipment also inspected monthly by a Parish Councillor (by rota) and Mrs Sarah Ball.  Log made in book kept by Mrs Sarah Ball, signed and dated by Parish Councillor. Time of inspection to be noted.

Equipment inspected by ROSPA annually.
	
	
	

	Bench
	High
	Inspected monthly with play equipment as above.
	
	
	

	Litter bins (4)

Two in Hatley St George (near play equipment and by parking bay by playing field); one on the  outside of the Village Hall; one opposite top of East Hatley road
	Low
	Public liability insurance held by HPC.

Inspected monthly by a Parish Councillor (by rota) and Mrs Sarah Ball.  Log made in book kept by Mrs Ball, signed and dated by Parish Councillor.

Litter collected weekly by Mrs Ball
	
	
	

	Notice boards in Hatley St George and East Hatley
	High
	Insured by HPC

Inspected annually by Councillors
	
	
	


B.  Hatley Village Hall

Hatley Village Hall is owned and insured by the Hatley Estate which also maintains the exterior of Hatley Village Hall and the car park.  

	Risk
	Risk level


	Minimisation
	Action by when?
	Date done
	Comments

and date

	Use of Hatley Village Hall for Parish Council meetings, cleaning, maintenance etc
	Medium
	Public liability insurance held by HPC, renewed annually.
	
	
	

	Use of hall for public and private events
	High
	Insurance for events (eg licensing, performances, etc.) to be arranged by the event organiser.

HPC to advise organiser of this responsibility.
	
	
	

	Electrical wiring, plugs and sockets, light fittings etc.      
	High
	*  To be inspected annually by an electrician
	
	
	 

	Fire extinguishers
	Low
	*  To be inspected annually by contractor and replaced as necessary 
	
	
	 

	Boiler, oil tank and oil
	High
	*  To be inspected annually 
	
	
	

	Radiators
	Low
	*  To be inspected annually 
	
	
	

	Vacuum cleaner
	Medium
	To be inspected annually
	
	
	

	Kettle
	High
	To be inspected annually
	
	
	

	Bottle chiller
	Medium
	To be inspected annually 
	
	
	

	Curtains (5 pairs)
	Medium
	To be inspected annually and cleaned as necessary. Status of flame retardant on curtains to be checked annually.
	
	
	

	Carpet
	Medium
	To be inspected annually and cleaned as necessary
	
	
	


Continued

B.  Hatley Village Hall    (continued)

	Risk
	Risk level


	Minimisation
	Action by when?
	Date done
	Comments

and date

	Tables, chairs and bar stools
	High
	To be inspected annually and cleaned as necessary
	
	
	

	Hall screens (3)
	High
	To be inspected annually and before and after use  
	
	
	

	Alloy steps, alloy ladder and wooden steps
	High
	To be inspected annually and before and after use  
	
	
	

	BBQ

	High
	To be inspected annually and before and after use  
	
	
	

	Ramp for disabled
	Low
	To be inspected annually 
	
	
	

	Hatley Village Hall sign
	Low
	To be inspected annually
	
	
	

	Knives, forks, tea pots, glasses
	High
	To be inspected annually
	
	
	

	Tea cups and sauces, tea plates, mugs, cake slice, spoons, bottle opener
	Medium
	To be inspected annually
	
	
	

	Milk jug
	Low
	To be inspected annually
	
	
	

	Mop and broom
	Low
	To be inspected annually
	
	
	


C.  HPC documents held at the Clerk’s home
	Risk
	Risk level


	Minimisation
	Comments and date



	Bank details relating to HPC
	Low
	Separate record of bank details to be held by the Bank 
	

	Minutes of HPC meetings
	Low
	Master copy/copy of the minutes to be held on back-up disk and website 
	

	Legal documents
	Low


	Original copies of legal documents to be photocopied and the originals archived with County Record Office
	


D. Miscellaneous 

	Risk
	Risk level


	Minimisation
	Date done
	Comments and date



	Contracting work on HPC’s assets (eg repairs of equipment, work inside hall)
	Low
	HPC to check contractor has liability insurance before work is commissioned
	
	

	Standing Orders
	Low 
	To be checked/amended at each AGM
	
	

	Financial Regulations
	Low 
	To be checked/amended at each AGM and as necessary
	
	

	Assets Register
	Low 
	To be checked/amended at  each AGM and as necessary 
	
	

	This Risk Assessment document


	Low 
	To be checked/amended at each AGM
	
	

	Financial risks (eg signing of cheques etc.)
	Low 
	Covered by Audit legislation
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