
   

HEALTH and SAFETY POLICY
I - INTRODUCTION:

Tingewick Village Hall is completely independent of any other organisation which operates 
under the stewardship of three Holding Trustees who oversee the actions of the Tingewick Village 
Hall Management Committee.

The Management Committee comprises a maximum of eight volunteer members only. The 
Village Hall Cleaner is the only other individual that is directly associated with the Hall and receives 
a gratuity for services rendered. The Hall has no employees. 

GENERAL POLICY
To prevent accidents and provide adequate control of health & safety risks arising from the 

everyday use of the Hall by hirers, the committee and its representatives.
To this end health & safety, fire risks assessments have been carried and reviewed regularly. 

As far as practical our policy includes:

Provision of healthy and safe working conditions and systems, and equipment for the 
Management Committee, hirers and visitors.

Keep Tingewick Village Hall and associated equipment in a safe condition for all users.

Tingewick Village Hall Management Committee aims to ensure that a safe and healthy 
environment is provided for the local community enabling all age groups to enjoy a wide variety of 
social activities.

Tingewick Village Hall Management Committee considers the promotion of the health and 
safety of those who use its premises, including contractors who may work there, to be of great 
importance. The Management Committee recognises that the effective prevention of accidents 
depends as much on a committed attitude of mind to safety as on the operation and maintenance of 
equipment and safe systems of work. 

Hirers, users and visitors will be expected to recognise that there is a duty on them to comply 
with the practices set out by the Management Committee, with all safety requirements set out in the 
hiring agreement and with safety notices on the premises and to accept responsibility to do everything
they can do to prevent injury to themselves and others. 

Signed:
D. Partridge
Chairman
Date: 4th October 2021                                                       

TINGEWICK VILLAGE HALL



II - ORGANISATION of HEALTH & SAFETY

Tingewick Village Hall Management Committee has overall responsibility for health and 
safety of Tingewick Village Hall and takes day to day responsibility for the implementation of
this policy.

It is the duty of all hirers, users and other visitors to take care of themselves and others who 
may be affected by their activities and to co-operate with the Management Committee in 
keeping the premises safe and healthy.

It is the responsibility of hirers to ensure that adequate safeguards are in place to protect the 
well-being of the disabled, children and vulnerable adults.

Should anyone using the Hall come across a fault, damage or other situation which might 
cause injury and cannot be rectified immediately they should inform the Chairman and/or the 
Lettings Officer, as soon as possible so that the problem can be dealt with.

Where equipment is damaged or faulty a notice should be placed on it warning that it should 
not be used and the Chairman and/or the Lettings Officer informed as soon as possible.

The following persons have responsibility for specific items:

ITEM POSITION NAME/S SIGNATURE/S

First Aid Box LETTINGS OFFICER Julie Hart

Risk Assessments & Checks SECRETARY Colin Whitton

Fire Precautions & Checks SECRETARY Colin Whitton

Information to Contractors TREASURER Colin Whitton

Information to Hirers LETTINGS OFFICER Julie Hart

Insurance TREASURER Colin Whitton

Testing Equipment & Log Book SECRETARY Colin Whitton

Accident Book LETTINGS OFFICER Julie Hart

Date:15th May 2019
Review Date: April 2024

  
III - ARRANGEMENTS and PROCEDURES

Licence
The Hall is licensed for a variety of activities by Aylesbury Vale District Council:

Premise Licence – Sale of alcohol for a specific number of events, exhibitions,   
                               entertainment, dancing etc.



Performing Rights Society and Phonographic Performance Ltd (PRS/PPL) Licence - 
                               Live Performances and recorded music.

Fire Precautions and Checks
The Management Committee has completed a Fire Risk Assessment in accordance with the 
Regulatory Reform (Fire Safety) Order 2005. APPENDIX A

Person with responsibility for testing equipment and keeping information – Secretary.

Company hired to maintain and service fire safety equipment:
Abbot Fire Group Ltd, Abbots Barn, Radclive Road, Gawcott, Buckingham, Bucks.,MK18 4AA 
Tel: 01280 824 111.

Checking of Equipment, Fittings and Services:  APPENDIX B

IV – Procedure in case of accidents

The location of the nearest hostpital Accident and Emergency/Casualty Dept. is: 
Milton Keynes Hospital, Standing Way, Eaglestone, Milton Keynes, MK6 5LD 
Tel 01908 660033

The location and telephone number for the nearest doctor’s surgery is: 
Swan practice, Verney Close, Buckingham, MK18 1JP     Tel: 01280 822 777
                             North End, Buckingham, MK18 1NU   Tel: 01280 818 600

The First Aid Box is in the Kitchen. The person responsible for keeping this up to date is:
Julie Hart

The Accident Book is kept in the kitchen with First Aid Box. This must be completed 
whenever an accident occurs. Any accident must be reported to the Management Committee 
member responsible, who is: Julie Hart

The person responsible for completing RIDDOR forms and reporting accidents is:Julie Hart.

V – Safety Rules

All hirers will be expected to read the whole of the hiring agreement and should sign the 
hiring form as evidence that they agree to the hiring conditions.
Condition of Hire: APPENDIX C.

A Risk Assessment has been undertaken and reviewed APPENDIX D.

VI – Contractors

The Management Committee will check with contractors (including self-employed persons) 
before they start work that:



The contract is clear and understood by both the contractors and the Committee.
The contractors are competent to carry out the work (eg have appropriate 
qualifications, references, experience)
Contractors have adequate public liability insurance cover.
Contractors have seen the health and safety file and are aware of any hazards  
which might arise (eg electricity cables)
Contractors do not work alone on ladders at height (if necessary a volunteer 
should be present)  
Contractors have their own health and safety policy for their staff
The contractor knows which member of the committee is responsible for overseeing 

that their work is as asked and to a satisfactory standard 
Any alterations or additions to the electrical installations or equipment must 
conform to the current regulations and the institution of Engineering and Technology 

Code of Practice 

VII – Insurance

Company providing the Hall’s Employer’s Liability and Public Liability insurance cover:

Ansvar Insurance – Policy Number CCP2227605
                                Renewal Date 15th December 2019

VIII – Review of Health and Safety Policy

The Management Committee will review the policy annually at the Village Hall’s first 
meeting of the year in April.

                                                                                                                     October 2021
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CONTENTS:

Regulatory Reform (Fire Safety) Order 2005

Fire Safety Risk Assessment
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FIRE RISK 
ASSESSMENT

TINGEWICK VILLAGE HALL
MAIN STREET
TINGEWICK

BUCKINGHAMSHIRE
MK18 4NL

ORIGINAL DATE  DECEMBER 2010

REVISION No.1  DECEMBER 2013

REVISION No.2  APRIL 2019

REVISION No.3  MARCH 2021

NEXT REVIEW  APRIL 2024

     APPENDIX  A of HEALTH & SAFETY POLICY 

TINGEWICK VILLAGE HALL



REGULATORY REFORM (FIRE SAFETY) ORDER 2005

Description: Tingewick Village Hall was originally built in 1935 and is held under a deed dated 22nd 
April 1975, as a public charitable trust (Registration No. 269466) for use as a Village Hall for the 
inhabitants of the Parish of Tingewick. 

The Hall is a single storey building comprising the original Main Hall and an extension added 
in 2021.

 The Main Hall is of wooden construction with feather-edge board on the exterior attached to 
a wooden frame, while internally, the walls are lined with both painted board and aluminium sheet.  
“Slate” tiles cover the apex roof, again on a wooden frame. The raised floor, supported by brick piers,
consists of wood boards, which in the Main Hall and Committee Room are exposed and sealed, while
the remaining areas within the building are covered in non-slip vinyl.

The extension is of block construction with a flat, Rubberoid covered roof. The floors are 
concrete and with the exception of the plant room covered with non-slip vinyl.  

Overall, the building internally measures 18 metres in length and 12.9 metres at its widest 
point. It comprises:

 

Not to scale



LOCATION LENGTH WIDTH AREA

MAIN HALL 14.8 7.6 112.5

COMMITTEE ROOM 3.1 3.15 9.8

REAR STORE 4.7 3.15 14.8

PLANT ROOM & STORE 3.45 2.31 8.0

GENTS TOILET 3.53 2.31 8.2

LOBBY 3.01 1.2 3.6

LADIES TOILET 3.57 3.1 11.1

BAR & KITCHEN 5.7 3.1 17.7

ENTRANCE VESTIBULE 2.3 1 2.3

DISABLED TOILET 2.3 1.9 4.4

CLEANER’S STORE 1 1.9 1.9

TOTAL AREA OCCUPIED 194.3 sq.m

STAGE IN MAIN HALL 5.15 2.63
            Fire Exits - 5 exits are available:

Main and disabled entrance/exit    (1.95 x 1.45).
Kitchen & Bar area                        (2.0 x 0.8).
Lobby                                             (2.0 x 0.8).
Store & plant room                         (1.9 x 0.8)
Committee Room                           (1.9 x 0.75)

Two emergency escape routes – east and west side of the hall.

All measurements are in metres

In addition there is a separate wooden out-building belonging to, and under the control of the 
local scout group used for the storage various items.

 Occupancy: 
Total number of users at any one time – Standing                                 150
                                                                Sitting in rows ie for a show  100

                                                                            Seated with tables                    80                                  

Employees                                               None
Availability                                             8.00 to 24.00 hrs. unless arrangements made.

Persons at Risk:
Staff                  Not applicable.

Hirers               Particularly those that are not familiar with the Hall.



Cleaner             Has own key and works alone.

Trade Persons The Management Committee will engage a variety of professional   
  trades people to undertake maintenance, refurbishment, safety checks 

              and recovery cleaning requirements.

Disabled, Frail & Elderly Persons  Easy access and exit is via the main Hall 
             double doors. The disabled toilet has a panic alarm. 

Children          Hirers to ensure that all children are properly supervised and in the 
 event of an evacuation they can provide the necessary assistance. 

 Groups such as the scouts, cubs and beavers are expected to have carried out their own Fire   
 Risk Assessment.

Overnight Sleepers  Very rare situation and special arrangements required

Neighbours & Car Park Users 

Hall Management: There are three Holding Trustees who have stewardship of the Hall and oversee a 
Managing Committee that can consist of up to eight persons. This committee includes the elected 
positions of:-  Chairman
                                                Vice Chairman                 
                                                Treasurer
                                                Secretary
                                                Lettings Officer

Use of the Hall: To be available, in the main, for hire by the parishioners of Tingewick, and others 
within the locality, without distinction as to their political, religious and other opinions. Such uses 
would include meetings, recreation and leisure activities and events organised by various societies.

The Hall is available to hirers (18 years old and over) for occupancy ca 16 hours/day, 7 days a 
week and is licensed for various forms of entertainment. Special arrangements can be made for 
occupation outside the nominal hours.

Provision has been made for persons with limited mobility problems, i.e. in wheel chairs, with
regard to ingress, egress and toilet facilities.

The following review is based on the last Fire Safety Risk Assessment carried out in 
April 2019 and includes the new extension completed in 2021.



  FIRE SAFETY RISK ASSESSMENT – Review MARCH 2021

Fire hazards & 
Possible Sources of 
Ignition

  Level
of    Risk

to
Persons

           Nature of Risk                 Action
  Review
& Check

        

a) Fixed Appliances:

Oven

Hall Heaters (8)

Wall Mounted Room 
Heaters (5)

 Wall Mounted Water 
Heaters (2)

Extractor Fans (5)

Ceiling Circulation 
Fans (2)

Lighting

Hot Water Supply Plant
Room

b) Portable 
Appliances – Hall.

Cooler

Kettles (4)

Tea Urn

Vacuum Cleaner

Convector Heater

Microwave Oven

Extension Leads

PA amplifier

Coffee m/c

c) Portable Appliances

- Hirers.

Various – e.g.

Low

Low

Low  – 

Moderate

Insulation breakdown, 
short circuit, insecurely 
attached equipment & 
mischievous tampering 
resulting in electrocution 
and/or fire.

Poor insulation, broken 
plugs, tampering by 
unqualified persons

Insulation breakdown, 
poor wiring/fusing, trailing
leads, inadequate 
supervision.

Visual checks.

Regular inspection/testing by 
qualified electrician.

Light fittings in main hall 
replaced 2020. Extension - all
new

Regular visual checks.

Portable Appliance Testing by
qualified persons. PAT

Hirer to be aware that they 
are the Responsible Person 
and have to ensure that all 
equipment brought in to the 

6 months

5 years

3 months

yearly

 ELECTRICAL



Disco equipment

Amplifiers

Food warmers

Plugs & leads

Hall is safe and complies with
regulations.

The Hiring conditions  
incorporate these 
responsibilities

Low

There is no gas piped to 
the Hall.

Originally it was found 
that from time to time 
bottles of LPG had been 
stored in the Scouts shed. 
This gas may cause or 
contribute to fire.

Scouts advised Gas bottles 
are BANNED

Institute regular checks to 
ensure gas bottles are not 
brought on to Village Hall 
premises.

3 months

HALL: As per current 
legislation, smoking is 
not allowed in the Hall.
However there are 5 
exits to outside areas 
where smoking may 
occur: 

a) Main Hall Exit to 
Car Park:
This part of the car 
park and is the main 
smoking area. 

b) Committee Room 
Exit:
This exits on to a 
narrow path between 
the Hall and site the 
boundary. The path is 
edged with weeds and 
grass.

c) Plant Room Door:
Exits on to a path that 
runs between the Hall 

Low - 
Moderate

The bin provided for 
cigarette-ends may present 
a fire risk if overfull. 

) Carelessly discarded 
stubs

) or matches could ignite 

) dry grass/weeds and/or 
the

) wooden fabric of the Hall

Ensure all no smoking signs 
remain in place as a reminder.
Make hirers aware of their
responsibilities – hiring 
conditions. 

Bin to be emptied regularly.

Keep grass and weeds down –
apply weed killer 
occasionally when necessary. 

No Smoking signs placed 
outside doors. These have 
become dirty and indistinct. 
To be cleaned regularly.

yearly

 

6 months

      GAS

    SMOKING



and a wooden storage 
shed with a large area 
of scrub behind.

d) Lobby Exit:

e) Kitchen/Bar Exit

Exit doors b), c), d) & e) 
open onto the emergency 
escape routes. Smokers 
could obstruct/restrict an 
evacuation of the Hall. 

More signage required to 
prevent blocking emergency 
routes.

COOKING

An oven is provided for
the sole purpose of 
keeping food warm. All
meals are prepared 
using outside catering 
facilities.

A microwave has been 
provided by the 
Community Cafe for 
heating food. Metal 
utensils could cause 
sparking and heating 
clear liquids could 
super heat.

Urns and Kettles used 
for heating water

 Low

Low

 Low

Smoke inhalation

Burns

Microwave burns

 

scolds

Fire extinguisher and fire 
blanket positioned near 
cooker.

Cafe to label dangers and  
produce risk assessment.

3 months

6 months

2019 assessment 
found:

A new gate was 
installed on the east 
side that restricted 
access. As this gate 
formed part of an 
emergency exit route 
an emergency push 
lock was fitted Solar 
lights were  also sited 
at this entrance thereby 
improving security and 

Moderate 
- 

High

By its very nature, the 
original Hall being of 
wooden construction 
would be open to a wanton
arson attack. Although 
access to the side and rear 
is restricted the wooden 
frontage is exposed to the 
public via the car park. The
side emergency escape 
routes and Hall front have 
PIR security lights which 
offer limited protection. 
No obstructive or 
combustible material is 

Consider the use of a security
camera as a deterrent. 

6 months

  ARSON



safety. 

Retaining walls have 
been built on the west 
and south sides 
enabling emergency 
escape routes to be kept
clear and reducing the 
accumulation of 
combustible debris. 
Trees and scrub have 
been removed while 
weeds are controlled 
with weedkiller.

The Scouts shed is/was 
dilapidated with a large
of poles poorly stored 
at its rear which 
represents a low/mod. 
Risk. Should be 
alleviated when Scouts 
takeover V.H. shed.

 

                           

    a) Fire 
Extinguishers:

1 x CO2 

3 x Foam

       1 x Powder

     

   b) Fire Blankets x 2  

 c) Fire/Smoke Alarms

In the main Hall there 
are 2 mains operated 
(with battery back-up) 
smoke alarms situated 

Low/
Moderate

Low/
Moderate

Low

allowed on the escape 
routes.
However, the build up of 
weeds and scrub at the 
edges of the path could 
contribute. Internally a 
similar situation could 
apply although there is 
protection from 9 smoke 
alarms.

The Scouts shed was 
dismantled and removed. 
Its replacement has been 
sited on the embankment 
further away from the Hall.

Risk of tampering by 
unauthorised persons.

Risk of tampering by 
unauthorised persons.

Mains supply off for a long

Apply weed killer

Add smoke alarm to the new 
committee room.

Contents and the surrounding 
area to be checked regularly.

Regular inspections/checks. 
Part of contract with Abbot 
Fire.

Regular inspections/checks

Part of the maintenance/check
contract with Abbot Fire.

3 months

3 months

3 months

3 months
yearly

3 months

PROTECTION 
MEASURES



in the upper-most part 
of the roof. These are 
interconnected with the
three alarms in the 
extension – namely 
kitchen, lobby and 
plant room.  

In addition, there are 2 
battery operated alarms
at eaves level, in 
opposing corners.

A battery operated 
alarm is above the 
stage between the 
proscenium arch and 
the rear wall.

A battery operated 
alarm is situated in the  
store next to the 
committee room.

d) Emergency    
Lighting:

There are emergency 
lights leading to all 5 
fire exits.E xternally 
there are PIR lights and
automatic emergency 
lights.

e) Escape Routes: 

Internal Routes in 
Hall.

There are 5 
designated/signed 
escape routes.

i) Main Hall via the 
swing doors, vestibule 
and double doors on to 
the car park and 
assembly point.

ii) Kitchen – this leads 
on the path that runs 

Low/
Moderate

Low/
moderate

Low/
Moderate

period. 

Risk of tampering by 
unauthorised persons. Low
battery

Risk of tampering by 
unauthorised persons. Low
battery.

Risk of tampering by 
unauthorised persons. Low
battery/

Bulb and prolonged power 
failure (charging back-up 
batteries) would be major 
risks.

Regular testing by Abbot Fire

Regular testing

Regular testing

Part of the maintenance 
/checks contract with Abbot 
Fire

yearly

bi annual

3 months

3 months

yearly

yearly



along the west side of 
the building.

iii) Committee Room 
– leads on to path on 
the east side.

iv) Lobby – leads on to
the path on the west 
side.

v) Plant Room – leads 
on to the path on the 
west side.

Other than the new 
Lobby door all doors 
are constructed of 
wood. This could make
the external doors 
prone to swelling when
wet.

There are directional 
exit signs outside doors
iii)  but these are dirty 
and difficult to read. 
No directional signs 
outside new doors ii),  
iv) & v).

         External Routes.

i) The East Route 
leads to the car park. 
Other than Wheelie 
Bins this route is clear. 
Entry to the car park 
and assembly point is 
via a slatted gate fitted 
with an emergency exit
push handle. The 
external “Keep Clear” 
warning on the gate has
visually degraded

 Solar lighting 
illuminates this area 

Moderate

Low/
Moderate

Low

 

Wooden doors can swell 
and bind affecting ease of 
opening.

Existing directional 
emergency signs dirty and 
difficult to read, which 
along with the lack of 
signs could lead to 
confusion in an emergency.

Wheelie Bin could obstruct
the exit route if not left in 
its designated space.

The public uses the car 
park at all times of the day.
Although the area in front 
of the gate is hatched, cars 
often park across this gate 
making it 
difficult/impossible to exit.

Check regularly

Renew all external signage

Check regularly

Ensure correct signage in 
place.

Ensure correct signs are in 
place.

Sign replaced Aug. 2021

3 months

6 months

monthly

6 months

6 months

New signs 
Aug. 2021



ii) The West Route 
leads to a paved patio 
area edging the car 
park via an emergency 
gate. An emergency 
release handle operates 
the door.

On the outside of the 
gate there is no 
indication that this an 
emergency exit. 

OUTBUILDINGS 

  Scouts Storage Shed:

This is the only 
outbuilding and is 
situated on the 
embankment at the rear
of the hall. It is used to 
store a miscellany of 
scouting items and 
equipment.

Usually unlocked and 
readily accessible. In the 
past banned item have 
been found.

New gate and sign Sept. 2021

Regular checks to ensure no 
illicit materials are being 
stored.

3 months

3 monthly



FIRE 

The hirer is deemed to be the Responsible Person during the period of hire. As the Responsible
Person, the hirer is the designated person in charge of the Hall and is responsible for the well

being of other persons in the Hall during that period of hire.

It is advisable that the Responsible Person is aware of: 

Names/numbers of persons present during the hire period.

Emergency Exits and signs. 

The assembly point in the event of a fire or emergency – which is Main Street in   front
of the Hall by the bus shelter– do not block car park entrance

   After evacuation a roll call should take place.

IF YOU DISCOVER A FIRE:

Raise the alarm – CALL THE FIRE BRIGADE.

Dial 999 

Address: Tingewick Village Hall, Main Street, Tingewick, MK18 4NL.

Evacuate Hall: All persons to assemble outside the Hall.

Carry out a roll call.

REMEMBER!

Use nearest available exit (close doors behind you)

Do not stop to collect personal belongings

Do not re-enter the Hall until told it is safe to do so.

Attack the fire, if possible, with the appliances provided without taking personal risks. 

 If in doubt “GET OUT”.                                                                                                                
March 2021

 TINGEWICK VILLAGE HALL





                                                      

  
       WELCOME PACK

 

 PLEASE REMEMBER!
    
     As Hirer of Tingewick Village Hall you have become the “RESPONSIBLE PERSON” for the period of      
     your hire.

      Any items left in the Hall unattended are at the Hirers risk. Liability is not accepted for the loss or damage   
     of any item in or on Tingewick Village Hall property.

      The fuse box is situated in the far corner, south-west side, of the Hall in the Store Room. In an emergency    
      pushing the larger central switch upwards will turn off the electric supply.

      If it is established that Hiring Terms and Conditions are being infringed during the hire period, such as:        
      under-age drinking, drinking without a Licence.
      Application the Committee reserve the right to close the Hall immediately.

      All tables and chairs are to be returned to their respective positions and stacked safely so as not to                 
      constitute a hazard to other Hall users.

      All rubbish generated by the Hirer must be removed from the site at the end of the hire period. 

   Entry into the Hall prior to the agreed hire period (to set-up etc.) is not permissible unless previously agreed    
   with the Lettings Officer.

      In cases where The Hall has been let to two separate hirers (i.e. Main Hall and Committee Room) one or      
      both will be requested to ensure that all parties have
      reasonable access to their relevant areas.

      The Hirer is responsible for the safe use of the stepladder.  

      Ensure all spillages are cleaned up immediately to prevent accidents.                                                          
                                                                                                                                                          
                                                                                                                                                          
                                                                                                                                                          
                                                                                                                                                          
                                                                                                                                                          
                                                                                                                                                                                   
                                                                                                                                                                                   

                                                                                           

                                                                                                                 October 2021

Centre Pages  
                                                               

                                                                                                                                                                                   
                                                                                                                                                                                   
                                                                                                                                                                                   
                                                                                                                                                                                   

                                                              

                                                                                                                                                                                   
                                                                                                                                                                                   

                           

                                                                                                                                                                                   
                         

                          
                                                                                                                                                                                   
                                                                                                                                                                                   

                                            
                                                  
                                                 

Kitchen & Bar Area
This facility is available to all hirers on 

request. As extremely hot water and surfaces 
can be present, children are not allowed 

entry. 

Please make yourself familiar with the 
Terms & Conditions which come as part 

of your hiring agreement.



             

Use and enjoy the amenities but please remember your responsibilities 

Front Page 
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TERMS & CONDITIONS ADDENDUM

WELCOME to TINGEWICK VILLAGE HALL



                                                                                                                    

  FIRE

 The hirer is deemed to be the “RESPONSIBLE PERSON” in the context of the FSO 2005 regulations.

 It is advisable that the hirer is aware of:

      Numbers/names of persons present during the hire period.

      Emergency exits and signs.

      The assembly point in the event of a fire  - Main Street in front of Bus Shelter.

      After evacuation a roll call should take place.

 IF YOU DISCOVER A FIRE:

 Raise the alarm – Call the FIRE BRIGADE – Dial 999 –Address Main Street, Tingewick, MK18 4NL.

 Evacuate the Hall – assemble in Main Street in front of the bus shelter. Carry out roll call.

 REMEMBER:  Use nearest available exit (close doors behind you).

                          Do not stop to collect personal belongings.

                          Do not re-enter Hall until told it is safe to do so.

  Attack the fire, if possible, with the appliances provided but without taking personal risks. If in doubt -  

“GET OUT”.                  

                                                
HIRERS RESPONSIBILITIES

    To Hire Tingewick Village Hall, Hirers must be 18 years old or over.
Hirers must make themselves aware of the risk assessments made for the Hall. A copy is on the 
Village Hall notice board or is available on request.
 Where applicable all electrical equipment is to comply with current portable appliance legislation 
(i.e. PAT certificated). Care should be taken with the positioning of all electrical and trailing leads.
Use of “smoke generating” equipment is not advisable.
Hirers must make sure that they are familiar with the location of fire exits, extinguishers and 
assembly point.
When the hire period has expired the hirer is responsible for ensuring that the Hall is left clean and 
tidy and that they do not leave items that may endanger person/s subsequently entering the Hall.
The car park is at the Hirers disposal during the hire period. It is the hirer’s responsibility to ensure 
that the various emergency exits are not blocked and that vehicles are not parked in such a manner as 
to cause hazard or nuisance to Hall users or others.

Front & Back Pages                                                                                                                                                                                                                         

 The above “Welcome Pack” to be issued to both regular and occasional hirers.



DATE CHECK COMMENT ACTION COMPLETED SIGNED

QUARTERLY  CHECKS – 2
TO BE USED IN CONJUNCTION WITH SHEET 1



APPENDIX B

CONTENTS:

Quarterly Checks - 1

Quarterly Checks - 2

Weekly Check

Key Policy



                                                                                           TINGEWICK VILLAGE HALL -  QUARTERLY HEALTH & SAFETY CHECKS   SHEET 1

2016 2017 2018 2019 2020 2021
CHECKS QUARTER QUARTER QUARTER QUARTER QUARTER

4 1 2 3 4 1 2 3 4 1 2 3 4 1 2 3 4 1 2 3 4
FIRE EXTINGUISHERS

ANNUAL MAINTENANCE CHECK
VISUAL CHECK - 3 months
SECURITY TAG CHECK - 3 months

ELECTRICAL
WIRING/PLUGS - VISUAL CHECKS -6 months
SUPPLY INTEGRITY - REGS 1989 - 5 Yrs.
PAT TESTING -  Yearly

SMOKING/ARSON
CHECK NO SMOKING SIGNS IN PLACE - 1 Yr.
APPLY WEEDKILLER OUTSIDE - 6 months

SMOKE ALARMS
TEST BATTERIES - 6 months

EMERGENCY LIGHTING
ANNUAL MAINTENANCE CHECK
REPLACE RECHARGABLE BATTERIES - 4 Yr.

EMERGENCY DOORS/EXIT ROUTES
CHECK ALL DOORS OPEN EASILY AND 
EXITS ARE NOT OBSTRUCTED - 3 months

STORAGE SHEDS
CHECK THAT LPG OR OTHER ILLICIT 
MATERIALS ARE NOT STORED - 3 months

CAR PARK
CHECK CONDITION OF SURFACE - 3 months

HALL LIGHTING
CHECK ALL BULBS AND TUBES - 3 months

PATHS AND EMERGENCY ROUTES
ALL PATHS AND ROUTES TO BE CLEAN 
AND FREE FROM OBSTRUCTIONS - 3 months

STEP LADDER
CHECK FOR DAMAGE AND GENERAL
CONDITION  - 3 months

INITIALLED

                             If satisfactory tick the appropriate box. Any comments to be recorded on sheet 2:

DATE CHECK COMMENT ACTION COMPLETED SIGNED

QUARTERLY  CHECKS – 2
TO BE USED IN CONJUNCTION WITH SHEET 1



WEEKLY CHECKS

Visual checks will be carried out by any committee member whenever they enter the Hall, 
usually at least once a week. These checks are of the building and surrounding area to ensure 
that they are kept in a tidy and safe condition. Any problems encountered to be reported to the
Chairman

The date and committee member undertaking the check is recorded below:

TINGEWICK VILLAGE HALL

DATE TIME NAME DATE TIME NAME



                  

    

KEY POLICY

Date: May 2019

The main hall door that is accessible from the car park and is the only door that can be opened
from the outside with a key. 

There is a coded key box attached to the frame of the main door. The code, which is changed 
3 monthly, is available to regular known users of the hall. Other regular hall users have their 
own key. Currently these are:

              P. CHAMBERLAIN – Committee
J. FESSEY – table tennis

   J. HART – (2) - Committee
             F. MARSDEN – Cafe/Committee

       D. PARTRIDGE -Committee 
J. RADBONE – cleaner

C. WHITTON - Committee
MAIN DOOR KEY BOX

ROUNDWOOD SCHOOL

M. BENNETT/A. DONALDSON – line dancing

J. BRADFORD – historical & horticultural

B. SMITH & ERIC – patchers

J. TYRELL – pilates

M. HORNSEY – parish council/spare

Occasional hirers and those not known to the Committee have to collect and return the key 
held by the Lettings Officer.

TINGEWICK VILLAGE HALL



APPENDIX C

CONTENTS:

Lettings Forms A & B

Standard Conditions of Hire

Constitution

Hall Rules

Equality Act 2010

Welcome Pack



      LETTINGS FORM FOR OCCASIONAL HIRERS FORM A

     
      The Village Hall has a Premises Licence authorising the following regulated entertainment and licensable 
      activities at the times indicated. Please confirm which licensable activities will take place at your event.

Activity
The hall is
licensed

for
Times for which the activity is licensed

Indicate the
activities at your

event

a) The performance of plays YES 08.00 – 24.00 hrs. (Sunday: 23.00)
b) The exhibition of films YES 08.00 – 24.00 hrs. (Sunday: 23.00)
c) Indoor sporting events YES 08.00 – 24.00 hrs. (Sunday: 23.00)
d) The performance of live music YES 08.00 – 24.00 hrs. (Sunday: 23.00)
e) The playing of recorded music YES 08.00 – 24.00 hrs. (Sunday: 23.00)
f) The performance of dance YES 08.00 – 24.00 hrs. (Sunday: 23.00)
g) Entertainment similar to those in a - f YES 08.00 – 24.00 hrs. (Sunday: 23.00)
h) Making music YES 08.00 – 24.00 hrs. (Sunday: 23.00)
i) Dancing YES 08.00 – 24.00 hrs. (Sunday: 23.00)
j) Entertainment similar to those in h – i YES 08.00 – 24.00 hrs. (Sunday: 23.00)
k) Provision of hot food/drink after 11pm NO Not permitted
l) The sale of alcohol YES 12.00 – 24.00 hrs (Sunday 23.00)

     
 If you have indicated above that alcohol will be available, you will need to complete Lettings Form B for a bar to 
be arranged with the Village Hall’s Designated Premises Supervisor.

 Hire is subject to the “Special Conditions” overleaf and the Village Hall’s “Standard Condition of Hire”, a copy    
of which is available from the Lettings Officer.

Hirer Details

Date of application:  ………………….….....

Organisation: ....……………………………
Named Person: ……………………………..
Address: ……………………………………
………………………………………………
………………………………………………
………………………………………………
………………………………………………
………………………………………………
………………………………………………

Telephone No: ...……………….….………..
Mobile No: ……………………..…………..
Email: ………………………………………

Function Details

Date of hire:  ………………………….………………..
Type of function:  ……………………….……………..
Start time: ……………..… End time: ………..……….
Vacated by: …………..….

Charges

Hiring fee:  Hall

Hiring fee:  Committee Room

Alcohol Deposit

Total hiring fee:

Fee payable in cash, cheque made payable to
Tingewick Village Hall Committee or direct into bank 
account, Account Name: Tingewick Village Hall 
Committee, Sort Code: 30-91-39, Account No: 
00108204

£…………

£…………

£…………

£…………

TINGEWICK VILLAGE HALL



LETTINGS FORM FOR OCCASIONAL HIRERS

SPECIAL CONDITIONS OF HIRE

These conditions apply between the Management Committee of Tingewick Village Hall and the hirer named overleaf.  
Failure to comply with them may lead to the hirer being refused permission to hire the Hall on future occasions.

 Telephone bookings must be confirmed in person with the Lettings Officer within one week.  Form A 
(and Form B if required) with the fee to be returned to the Lettings Officer at least TWO WEEKS 
prior to the event.  If the fee has not been paid or the Booking Form has not been signed then the Hall 
may be let to another hirer.

 Cancellations must be made in writing, addressed to the Lettings Officer. The Management Committee 
reserves the right to charge a cancellation fee of up to 50% of the relevant hire fee.

 A returnable deposit, payable in advance, is required on all events where alcohol is to be consumed, and will
be refunded to the hirer when the Hall has been satisfactorily inspected after the event.

 The Hall is a non-smoking venue; failure to comply will result in the loss of any deposit. 
 The Hall is licensed with the combined Performing Right Society and Phonographic Performance Licence 

for the performance of copyright music controlled by that society.  If the hirer is using the Hall for 
commercial gain they have to purchase their own license(s) for the use of live and/or recorded music.

 The Hirer, not being a person under 18 years of age, hereby accepts responsibility of being in charge of and 
on the premises at all times when the public are present and for ensuring that all conditions of Tingewick 
Village Hall’s Licence and/or the Operating Schedule relating to management and supervision of the 
premises are met. The hirer will be charged for any damage to the building or its contents.

 Consideration must be given to other inhabitants of the village and noise from the hall should be kept within 
reasonable bounds.

 The maximum number of persons allowed in the Hall is 150.  It is the hirer’s responsibility to see that this is 
adhered to and that an appropriate number of competent attendants are on duty (see Standard Terms and 
Conditions).  The appropriate authorities have the right to check the Hall at any time.

 The car park is intended for use by the hirers of the Hall.  Use of the car park, authorised or otherwise shall 
be at the owners’ risk.  Cars may not be parked so as to cause an obstruction to entrances to and exits from 
the Hall.  Noise must be kept to a minimum on arrival and departure.

 At the end of the function all equipment and property belonging to the Hirer and/or his Agents must 
be removed; all chairs and tables must be put away; the floor must be swept and rubbish removed 
from the premises; all windows closed; all lights and electricity switched off and external doors locked.

 Cleaning up must be completed within the booking time unless agreed with the Lettings Officer in 
advance as shown by the “Hall to be vacated time” above.

 If the Hall is not left clean and tidy or rubbish is not taken away and additional charge of £20 will be 
made.

 No children are permitted in the kitchen.
 Please refrain from sticking or pinning items to the walls or doors.  There are small hooks around the 

hall and above the kitchen serving hatch to hang balloons, bunting and banners.

I agree to the above terms and conditions, to Tingewick Village Hall’s Standard Terms and Conditions (copy of which
has been supplied to me) and confirm that I have read and understood the fire procedures in the Hall.

Signed…………………………… Name………………………………. Date…………………
    

 (Form A – October 2021)  
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LETTINGS FORM FOR OCCASIONAL HIRERS FORM B

Application for a licensed bar to be provided at an event at Tingewick
Village Hall.

I hereby apply to Tingewick Village Hall Management Committee and the Designated Premises 
Supervisor to authorise the sale of alcohol by the following person(s) at the hall on the following 
date(s), and during the following hours. 

Date(s):……………………………………………………………………………………

Times:……………………………………………………………………………………..

Description of event:……………………………………………………………………...

Persons to be authorised to sell alcohol in accordance with the Licensing Act 2003:

……………………………………………………………………………………………

…………………………………………………………………………………………….

Signed by the applicant named on the Tingewick Village Hall Lettings Form who is duly authorised 
on behalf of the Hirer.

Signature:………………………………….

Name:……………………………………... Date:………………………………….

 

I hereby authorise the persons named above to sell alcohol at Tingewick Village Hall at the event 
described above, on the date(s) and at the times(s) shown.

Signed by the Designated Premises Supervisor appointed by Tingewick Village Hall Management 
Committee:

Signature:…………………………………

Name:…………………………………….. Date:………………………………….

(Form B – October 2012)

TINGEWICK VILLAGE HALL



Standard Conditions Of Hire

These standard conditions apply to all hiring of the village hall. If the Hirer is in 
any doubt as to the meaning of the following, the Hall Secretary or Lettings 
Officer should immediately be consulted.

1. Capacity and Supervision

There shall, in addition to the Hirer, be a minimum of one competent 
attendant on duty on the premises to assist people entering and leaving, 
who shall not be less than 18 years of age. If the audience is mostly under 
16, the number of attendants shall be not less than two. All persons on 
duty shall have been instructed as to their essential responsibilities in the 
event of fire or other emergencies, including attention to disabled persons, 
the location and use of the fire-fighting equipment available, how to call the
Fire Brigade and evacuation procedure.

The number of people on the premises shall not exceed 150.

The number of attendants on duty must be as specified in the Village Hall’s 
Premises Licence (and not less than): 

      ●     two adult attendants for up to 100 persons
      ●     three adult attendants for 100-150 persons

Additional attendants are required if the audience is mostly under 16, or if 
there are many disabled people present.

The Hirer shall, during the period of hiring, be responsible for: 

 supervision of the premises, the fabric and the contents 
 their care and safety from damage, however slight 
 the behaviour of all persons using the premises whatever
 their capacity
 proper supervision of car parking arrangements so as to 
 avoid obstruction of the highway. 

As directed by the Hall Secretary, the Hirer shall make good or pay for all 
damage (including accidental damage) to the premises or the fixtures, 
fittings or contents and for loss of contents.

TINGEWICK VILLAGE HALL



2. Use of Premises

The Hirer shall not use the premises for any purpose other than that 
described in the Hiring Agreement.

The Hirer shall not sub-hire the premises.

The Hirer shall not use the premises or allow the premises to be used for 
any unlawful purpose or in any unlawful way.

The Hirer shall not do anything or bring onto the premises anything which 
may endanger the same or render invalid any insurance policies in respect 
thereof.

The Hirer shall not allow the consumption of alcohol on the premises 
without written permission.

3. Gaming, Betting and Lotteries

The Hirer shall ensure that nothing is done in or in relation to the premises 
in contravention of the law relating to gaming, betting and lotteries.

4. Licences

The Hirer shall ensure that the Village Hall holds a Performing Rights 
Society and Phonographic Performance Licence which permits the use of 
copyright music in any form e.g. record, compact disc, tapes, radio or by 
performers in person. These are provided for non-profit making 
organisations. Commercial operations must provide their own licences.

The sale of alcohol at an event in the hall has to be licensed. A licence can 
be obtained:

 by application to the Tingewick Village Hall Management 
Committee and the Designated Premises Supervisor (DPS) via 
FORM B

 by application Directly to AVDC for a Temporary Event Notice
 by using an external establishment, such as any Public House, to 

run the bar for the Hirer, as long as said establishment provides 
individual/s entitled to act as DPS for the event.

In the latter two cases the Hirer may be required to show confirmation of 
the licence application.

If television programmes are shown in The Village Hall, The Hirer will be 
required to provide a temporary TV Licence for that event.



If other licences are required in respect of any activity in the Village Hall the
Hirer should ensure that they hold the relevant licence or the Village Hall 
holds such a licence.

5. Public Safety Compliance

The Hirer shall comply with all conditions and regulations made in respect 
of the premises by the Fire Authority, the Local Authority, the Licensing 
Authority or otherwise, particularly in connection with any event which 
constitutes regulated entertainment at which alcohol is sold or provided, or 
which is attended by children.

●   The Hirer acknowledges that they have received instructions on the 
following matters:
 ●     The action to be taken in the event of fire. This includes calling
       the Fire Brigade and evacuating the hall.
 ●     The location and use of fire equipment
 ●     Escape routes and the need to keep them clear
 ●     Method of operation of escape door fastenings
 ●     Appreciation of the importance of any fire doors and of closing
         all fire doors at the time of a fire.

(b)    In advance of an entertainment or play the Hirer shall check the
        following items:
       ●      That all fire exits are unlocked and panic bolts are in good    
             working order
      ●      That all escape routes are free of obstruction and can be safely  

used
      ●      That any fire doors are not wedged open
      ●      That exit signs are visible
      ●      That there are no obvious fire hazards on the premises.

6. Means of Escape

● All means of exit from the premises must be kept free from obstruction 
and be immediately available for instant free public exit. 

● The emergency lighting supply illuminating all exit signs and routes 
must be turned on during the whole of the time the premises are 
occupied (if not operated by an automatic mains failure switching 
device).

7. Outbreaks of Fire

The Fire Brigade shall be called to any outbreak of fire, however slight, and 
details thereof shall be given to the Hall Secretary.



8. Health and Hygiene

The Hirer shall, if preparing, serving or selling food, observe all relevant 
food health and hygiene legislation and regulations. In particular dairy 
products, vegetables and meat on the premises must be refrigerated and 
stored in compliance with the Food Temperature Regulations. The premises 
are not provided with a refrigerator or thermometer.

9. Electrical Appliance Safety

The Hirer shall ensure that any electrical appliances brought by them to the
premises and used there shall be safe, in good working order, and used in a
safe manner in accordance with the Electricity at Work Regulations 1989. 
Where a residual circuit breaker is provided the Hirer must make use of it 
in the interests of public safety.

10. Indemnity

  (a) The Hirer shall indemnify and keep indemnified each member of the   
        Village Hall management committee and the Village Hall’s employees,
        volunteers, agents and invitees against: 

 the cost of repair of any damage done to any part of the premises 
including the curtilage thereof or the contents of the premises 

 all claims, losses, damages and costs in respect of damage or loss 
of property or injury to persons arising as a result of the use of 
the premises (including the storage of equipment) by the Hirer

 all claims, losses, damages and costs  suffered or incurred as a 
result of any nuisance caused to a third party as a result of the 
use of the premises by the Hirer.

(b) The Hirer shall take out adequate insurance to insure the Hirer and
     members of the Hirer’s organisation and invitees against the Hirer’s  
     liability under paragraph 10(a) and all claims arising as a result of the
     hire and on demand shall produce the policy and current receipt or
     other evidence of cover to the Hall Secretary. Failure to produce such a
     policy and evidence of cover will render the hiring void and enable the
     Hall Secretary to rehire the premises to another hirer.

The Village Hall is insured against any claims arising out of its own 
negligence.

11. Accidents and Dangerous Occurrences

The Hirer must report all accidents involving injury to the public to a 
member of the Village Hall management committee as soon as possible 



and complete the relevant section of the Village Hall’s accident book. Any 
failure of equipment belonging to the Village Hall or brought in by the Hirer 
must also be reported as soon as possible. Certain types of accident or 
injury must be reported on a special form to the Local Authority. The Hall 
Secretary will give assistance in completing this form. This is in accordance 
with the Reporting of Injuries, Diseases and Dangerous Occurrences 
Regulations 1995 (RIDDOR).

12. Explosives and Flammable Substances

The Hirer shall ensure that:
• Highly flammable substances are not brought into, or used in any part 

of the premises 
• No internal decoration of a combustible nature (e.g. polystyrene, 

cotton, wool) shall be erected without the consent of the Management 
Committee. No decorations are to be put up near the light fittings or 
heaters.

13. Heating

The Hirer shall ensure that no unauthorised heating appliances shall be 
used on the premises when open to the public without the consent of the 
Management Committee. Portable Liquefied Propane Gas (LPG) heating 
appliances shall not be used.

14. Drunk and Disorderly Behaviour and Supply of Illegal Drugs

The Hirer shall ensure that in order to avoid disturbing neighbours to the 
hall and avoid violent or criminal behaviour, care shall be taken to avoid 
excessive consumption of alcohol. Drunk and disorderly behaviour shall not 
be permitted either on the premises or in its immediate vicinity. Alcohol 
shall not be served to any person suspected of being drunk nor to any 
person suspected of being under the age of 18. Any person suspected of 
being drunk, under the influence of drugs or who is behaving in a violent or 
disorderly way shall be asked to leave the premises. No illegal drugs may 
be brought onto the premises.

15. Animals

The Hirer shall ensure that no animals (including birds) except guide dogs 
are brought into the premises, other than for a special event agreed to by 
the Village Hall Management Committee. No animals whatsoever are to 
enter the kitchen at any time.

16. Compliance with the Children Act 1989

The Hirer shall ensure that any activities for children under eight years of 
age comply with the provisions of The Children Act of 1989 and that only fit
and proper persons who have passed the appropriate Disclosure & Barring 



Service checks have access to the children (checks may also apply when 
children over eight and vulnerable adults are taking part in activities). The 
Hirer shall provide the Village Hall committee with a copy of their Child 
Protection Policy on request.

17. Fly Posting

The Hirer shall not carry out or permit fly posting or any other form of 
unauthorised advertisements for any event taking place at the premises, 
and shall indemnify and keep indemnified each member of the Village Hall’s
Management Committee accordingly against all actions, claims and 
proceedings arising from any breach of this condition. Failure to observe 
this condition may lead to prosecution from the Local Authority. 

18. Sale of Goods

The Hirer shall, if selling goods on the premises, comply with Fair Trading 
Laws and any code of practice used in connection with such sales. In 
particular, the Hirer shall ensure that the total prices of all goods and 
services are prominently displayed, as shall be the organiser’s name and 
address and that any discounts offered are based only on Manufacturers’ 
Recommended Retail Prices. Further detail can be found in ACRE Village Hall
Information Sheet 34.

19. Cancellation

The Village Hall reserves the right to cancel this hiring by written notice to 
the Hirer in the event of: a) the premises being required for use as a Polling
Station for a Parliamentary or Local Government election or by-election (b) 
the Village Hall management committee reasonably considering that (i) 
such hiring will lead to a breach of licensing conditions, if applicable, or 
other legal or statutory requirements, or (ii) unlawful or unsuitable 
activities will take place at the premises as a result of the hiring (c) the 
premises becoming unfit for the use intended by the Hirer (d) an 
emergency requiring use of the premises as a shelter for victims of 
flooding, snowstorm, fire, explosion or those at risk of these or similar 
disasters.

In any such case the Hirer shall be entitled to a refund of any deposit 
already paid, but the Village Hall shall not be liable to the Hirer for any 
resulting direct or indirect loss of damages whatsoever.

20. Noise

The Hirer shall ensure that the minimum of noise is made on arrival and 
departure, particularly late at night and early in the morning. The Hirer 
shall, if using sound amplification equipment, make use of any noise 
limitation device provided at the premises and comply with any other 
licencing condition for the premises.



21. Stored Equipment

The Village Hall accepts no responsibility for any stored equipment or other 
property brought on to or left at the premises, and all liability for loss or 
damage is hereby excluded. All equipment and other property (other than 
stored equipment) must be removed at the end of each hiring or fees will 
be charged for each day or part of a day at the hire fee per hiring until the 
same is removed.

The Village Hall may, in its discretion in any of the following circumstances 
namely: 

(a) In respect of stored equipment, failure by the Hirer either to pay any 
storage charges due and payable or to remove the same within 7 days after
the agreed storage period has ended

(b) In respect of any other property brought on to the premises for the 
purposes of the hiring, failure by the Hirer to remove the same within 7 
days after the hiring dispose of any such items by sale or otherwise on such
terms and conditions as it thinks fit, and charge the Hirer any costs 
incurred in storing and selling or otherwise disposing of the same.

22. No Alterations

No alterations or additions may be made to the premises nor may any 
fixtures be installed or placards, decorations or other articles be attached in
any way to any part of the premises without the prior written approval of 
the Hall Secretary. Any alteration, fixture or fitting or attachment so 
approved shall at the discretion of the Village Hall remain in the premises at
the end of the hiring. It will become the property of the Village Hall unless 
removed by the Hirer who must make good to the satisfaction of the hall 
any damage caused to the premises by such removal.

23. No Rights

The Hiring Agreement constitutes permission only to use the premises and 
confers no tenancy or other right of occupation on the Hirer.

Tingewick Village Hall Management Committee. October 2017



Tingewick Village Hall was originally built in 1935 and is held, under a deed dated 22nd April 
1975, as a public charitable trust for the use as a Village Hall for the inhabitants of the Parish of 
Tingewick.

Registered Charity No. 269466

There are three Holding Trustees that have stewardship of the Hall and oversee the actions of
the Management Committee.

The Holding Trustees are:

Anthony Hawkins David Partridge

The Rise Primrose Cottage

Water Stratford Road Main Street

Tingewick Tingewick

 MK18 4NU  MK18 4NN

Peter Smith

Nansloe House

94A Moreton Road

Buckingham

MK18 1PW

CONSTITUTION

Constitution of Tingewick Village Hall. 

Adopted on 14th June 2018

Name of Group: Tingewick Village Hall Management Committee.

Aims:
Provision of a Village Hall which is available, in the main, for hire by the parishioners of

Tingewick and others in the locality without distinction of sex, sexual orientations, age, disability,
nationality, race or political, religious or other opinions.

Use of the Village Hall for meetings, lectures and classes or other forms of recreation and

TINGEWICK VILLAGE HALL



leisure time occupation in the interests of social welfare and with the objective of improving the
social conditions of the life of the inhabitants.

Powers: 
In order to achieve its aims Tingewick Village Hall Management Committee may:

a) Raise money
b) Open Bank accounts
c) Take out insurance
d) Organise activities and events
e) Obtain and pay for goods and services necessary to run the Hall
f)  Hire out and rent the Hall to enable the Committee to manage the Hall's business
g) Do anything that is lawful which will help it to fulfil its aims

Membership 
(a) Membership of the Tingewick Village Hall Committee shall be open to any person over

                 the age of 18 who is interested in helping the Management Committee to achieve its
                  aims and willing to abide by the rules of the Management Committee.

(b) Membership shall be available to anyone without regard to gender, race, nationality,
                 disability, sexual preference, religion or belief.

(c) Every individual member of the Committee shall have one vote at General Meetings.

            (d) The membership of any  Committee Member may be terminated for good reason by the
                  Management Committee but the member has the right to be heard by the Management  
                  Committee before a final decision is made

Committee Meetings
(a)  Meetings will be closed to the public. However, for specific projects members  of  the

public may be invited to attend

(b)   Discussions of agenda items will be binding, relevant items raised under A.O.B.  will
be made agenda items for discussion at the next meeting

Management
(a) Tingewick Village Hall Management Committee shall comprise no more than 8 members

                  elected at the Committee's Annual General Meeting (A.G.M.). The Management
                  Committee shall be administered  by four elected Officers

(b) The elected administrating Officers shall be: the Chairperson, the Treasurer, the
                  Secretary and the Lettings Officer.

             (c) In addition to the elected positions there are a number of essential duties that have to be
                 attended to, in order to ensure the effective management of Tingewick Village Hall.
               These duties shall include: Maintenance and Repair, Publicity and Website Administration,
                Fund-Raising and Events Organisation, Overseeing Hall Cleaning/Cleanliness and Health
               & Safety Issues. Committee Members, other than Elected Officers, will be expected take
              ownership of these duties. Except under exceptional circumstances the designated duties
               for each member will only cover a single area of responsibility. 



Health & Safety matters are seen as an overall Committee responsibility involving
                 all members with the Secretary co-ordinating the various actions. 

(d)   Any Financial outlay must be discussed and approved by the Committee.

(e) Tingewick Village Hall Management Committee shall meet at least 11 times a year.

(f) The Chairperson (or his representative if unavailable) shall chair all meetings of the    
                 Committee.

(g) The quorum for the Management Committee meetings shall be 4 members.

(h) To adopt (or not) a proposal, the item has first to be proposed and seconded. Voting at
                 Management Committee meetings shall then be by a show of hands. The decision will be
                made by a majority of Committee Members present and voting. If there is a tied vote then
                the Chairperson shall have a casting second vote.  

            (i) No member of the Management Committee, or anyone connected to them, shall receive
                 any payment (other than reimbursement of out of pocket expenses).

(j) The Management Committee, comprising at least 6 members may vote, for good and
                 proper reason, to remove any Committee member, provided that person has the right to
                 be heard before a final decision is made.

Duties of the Officers
(a) The Chairperson:

  chair meetings of the Committee and ensure that the Committee functions properly and
that designated responsibilities are carried out in a proper and timely manner 

 to provide leadership
 to represent the Committee as its figurehead

(b) The Secretary:
•      take and keep minutes of meetings and circulate these to Committee Members and

     Trustees
 prepare  and  distribute  the  agenda  7  days  prior  to  Committee  meetings  following

consultation with the Chairperson
 maintain the list of Committee membership
 deal with correspondence 
 collect and circulate any relevant information to the Committee and Trustees
 Co-ordinate Health & Safety issues

(c) The Treasurer:
● supervise the financial affairs of the Committee
● keep proper accounts that show all monies collected and paid out by the Committee 
● be aware of the requirements for future and forward planning   

(d) The Lettings Officer:
● take, record and confirm bookings along with hirer contact details
● issue and file signed T &Cs and DPS requests
● ensure  all  booking  fees  are  collected  and  provide  invoices  and  receipts  where



required
● provide Hall diary information to local outlets 
● where  applicable,  apply  for  bar  licences  and  ensure  hirers  are  aware  of  their

responsibilities 

Finance
(a) Any money obtained by the Committee shall only be used for the benefit of Tingewick

                  Village Hall.
(b) Any bank accounts opened for the Committee shall be in the name of the Committee.

            (c) Any cheques issued shall be signed by the Treasurer and one other nominated Committee
                  member.

Annual General Meeting 
(a) The Committee shall aim to hold an Annual General Meeting (A.G.M.) in the month of

                  April or as near to this as practical 
(b) All Committee members shall be given at least fourteen days' notice of the A.G.M. and

                 shall be entitled to attend and vote. The quorum for an A.G.M. shall be 6 members
            (c) The Trustees and members of the public can attend the A.G.M. and those over 18 years
           of age take part in the voting process.

(d) The business of the A.G.M. shall include:
(i)  receiving a report from the Chairperson on the Committee activities over the year
(ii) receiving a report from the Treasurer on the Finances of the Committee
(iii)  receiving a report from the Secretary on major events throughout the year

            (iv) receiving a report from each Committee Member that relates to their individual
                   responsibility

(v) electing new Officers of the Committee
(vi) considering any other matter as may be decided

Special General Meeting
A Special  General  Meeting  may  be  called  by  the  Management  Committee  or  by  any  5

members to discuss an urgent matter. The Secretary shall give all members fourteen days notice of
any Special General Meeting together with notice of the business to be discussed. All members shall
be entitled to attend and vote.

Alterations to the Constitution
Any changes to the Constitution must be agreed by at least two-thirds of those present and

voting at any General Meeting.

Dissolution
The Management Committee may be wound up at any time if agreed by 6 or more members

of a full Committee meeting. In the event of winding up, any assets remaining after all debts have
been paid shall be passed to the Trustees. 

 
This Constitution was adopted at a general meeting of the Management Committee on ….....…

…………………………………………………….



Signed by:

D. Partridge  Chairperson:

C. Whitton     Secretary:

C. Whitton     Treasurer:

J. Hart              Lettings Officer:

Fran Marsden

Carol Doherty

Nicole Roberts

Pete Chamberlain

Ed Maxwell

Revision No. 4 – March 2018



  RULES
 The Committee  

The Committee shall normally meet once a month but special meetings may be summoned by the 
Secretary at the request of the Chairman or any two members. If possible, seven days notice of all
meetings should be given, and notices of special meetings must include details of the matters to 
be discussed.

The positions of Chairman, Vice Chairman, Secretary, Treasurer and Lettings Officer shall be 
decided by election at the Annual General Meeting.

At meetings of the Committee the Chairman, or if not present such other member elected for the 
purpose, shall take the Chair and shall have a casting vote in addition to his ordinary vote.

The Committee may:-

- decide the terms and conditions upon which the trust property may be 
used in accordance with the provisions of the Trust Deed, and the
sums to be paid for such use.

- engage and dismiss such paid officers and servants as it may
consider necessary.

            - decide the quorum necessary to transact business, which at present
 may never be less than one half of the total number of the

              members, and at the present time be four.

- appoint such sub-committees as it may consider necessary (eg. sports, 
  finance, fabric, entertainment) and empower any such sub committee 
  to co opt persons who are not members of the Committee, provided
  that the number of members of the Committee on such sub-committee
  shall always exceed the number of co-opted members thereon.

 Bank Account     

The Committee’s current and deposit accounts shall be held at any bank as may be nominated by 
the Committee and are at the present time held at Lloyds Bank in Buckingham.

Cheques for the payment of accounts shall be signed by any two of three persons nominated by 
the Committee to be signatories.

 Custody of Deeds  

TINGEWICK VILLAGE HALL



The Trust Deed or any other legal document governing the trust property shall remain in the 
custody of the trust property solicitors:-

Lorimers
25-26 West Street
Buckingham MK18 1HF

 Hire  

Application for the hire of the hall shall be made to the Lettings Officer.

The right to refuse any application received for the hire of the hall, without assigning a reason, is 
reserved to the Committee, or to the Chairman of the Committee acting on their behalf, provided 
that the Chairman will report his action to the next meeting of the Committee. Hire to be limited 
to persons 18 years of age and over.

 Conditions of Hire  

These are set out in the “standard conditions of hire” attached hereto and as annexed to the Hiring 
Agreement.

 Intoxicating Liquors  

The conditions governing the sale and consumption of intoxicating liquors on the premises are set
out in the “Standard Conditions of Hire”.

 Betting, Gaming, and Lotteries  

Nothing shall be done on or in relation to the premises in contravention of the law relating to 
betting, gaming, and lotteries, and the person or organisation to whom the hall is let shall be 
responsible for seeing that the requirements of the relevant legislation are strictly observed.

 Live and Recorded Music  

The hall is licensed with the Performing Right Society (PRS) for the performance of live 
copyright music controlled by the Society. This licence is combined with a Phonographic 
Performance License (PPL) for non-profit-   making organisations hiring the hall. However, 
commercial organisations/groups hiring the hall for financial gain will have to provide/purchase 
their own PPL licence.

 Stage Plays  

The secretary/lettings officer must be given at least 4 weeks notice of a stage play production by 
the Play representative. The latter must also present the village hall officers with proof that the 
appropriate licence has been obtained – available from the District Council, who themselves 
require 3 weeks notice.



 Public Entertainment  

The hall is licensed for music, singing and dancing, and other public entertainment of a kind from 
09.00 hrs. to 23.30 hrs.

 Safety Regulations  

All conditions attached to the granting of stage plays or other licences must be strictly observed. 
Nothing shall be done that will endanger the policies of insurance relating to the hall or contents, 
and in particular:-

No obstructions must be placed in gangways or exits.

Fire appliances are inspected from time to time and must be kept in 
their proper places and used for no other purposes.

 Car parking  

The car park is available foremost for use by hirers of the hall. Cars may not be parked so as to 
cause an obstruction at the entrance to or the exits from the hall. Noise must be kept to a 
minimum on arrival and departure.

 Nuisances  

 Alteration of Rules  

Rules 1 to 13 may at any time be altered with the consent of a two-thirds majority of the members
of the Committee present and subsequent consultation with the Trustees provided the terms of the 
trust deed and of any statutory provisions are observed.
The rules are to be reviewed annually to ensure validity.

(October 2017 – Revision No.3)



EQUALITY ACT 2010

Tingewick Village Hall is available for hire by members of the community regardless of sex, sexual 
orientation, age, disability, nationality and race or of political, religious or other opinions.

Users of the Village Hall must also comply with the Equality Act 2010.

Access Audit

COMMENTS

Designated disabled parking
A designated space is provided next to the
main entrance of the Hall

Wheelchair suitability
The car park and approach to the Hall is 
flat and tarmaced

Persons with sight impairment
The approach to the Hall is flat and of a 
uniform texture and colour

Lighting
At dusk/night a floodlight automatically 
lights the car park. The entrance 
porch/vestibule is lit separately

Hall Entrance and Doors

A fixed ramp is in place for wheelchair 
access to the Hall.
Both external and internal “swing” doors 
are double doors providing easy access 
for wheelchairs. Both sets can be 
“locked” in the open position.

Floor Surfaces
All floors are on the same level and 
comprise wooden or non-slip surfaces

Toilet facilities
A ready accessible toilet for disabled 
people is available with emergency alarm.

Seating
Seating is not fixed and can be positioned
where required.

TINGEWICK VILLAGE HALL



WELCOME PACK         

   PLEASE REMEMBER!
    
     As Hirer of Tingewick Village Hall you have become the “RESPONSIBLE 
PERSON” for the period of your hire.

      Any items left in the Hall unattended are at the Hirers risk. Liability is not accepted
for the loss or damage of any item in or on Tingewick Village Hall property.

      The fuse box is situated in the far corner, south-west side, of the Hall in the Store 
Room. In an emergency pushing the larger central switch upwards will turn off
      the electric supply.

      If it is established that Hiring Terms and Conditions are being infringed during the 
hire period, such as: under-age drinking, drinking without a Licence
      Application the Committee reserve the right to close the Hall immediately.

      All tables and chairs are to be returned to their respective positions and stacked 
safely so as not to constitute a hazard to other Hall users.

      All rubbish generated by the Hirer must be removed from the site at the end of the 
hire period. 

      Entry into the Hall prior to the agreed hire period (to set-up etc.) is not permissible 
unless previously agreed with the Lettings Officer.

      In cases where The Hall has been let to two separate hirers (i.e. Main Hall and 
Committee Room) one or both will be requested to ensure that all parties have
      reasonable access to their relevant areas.

      The Hirer is responsible for the safe use of the stepladder.  

      Ensure all spillages are cleaned up immediately to prevent accidents.                       

                                                                                                                         September 2021                

Kitchen & Bar Area
This facility is available to all hirers on 

request. As extremely hot water and surfaces 
can be present, children are not allowed 

entry. 

Please make yourself familiar with the 
Terms & Conditions which come as part 

of your hiring agreement.



                TERMS & CONDITIONS ADDENDUM 

WELCOME TO TINGEWICK VILLAGE HALL

Use and enjoy the amenities but please remember your responsibilities 



                                                                                                                    

                                                                                                                              FIRE

 The hirer is deemed to be the “RESPONSIBLE PERSON” in the context of the FSO 2005 regulations.

 It is advisable that the hirer is aware of:

      Numbers/names of persons present during the hire period.

      Emergency exits and signs.

      The assembly point in the event of a fire  - Main Street in front of Bus Shelter.

      After evacuation a roll call should take place.

 IF YOU DISCOVER A FIRE:

 Raise the alarm – Call the FIRE BRIGADE – Dial 999 –Address Main Street, Tingewick, MK18 4NL.

 Evacuate the Hall – assemble in Main Street in front of the bus shelter. Carry out roll call.

 REMEMBER:  Use nearest available exit (close doors behind you).

                          Do not stop to collect personal belongings.

                          Do not re-enter Hall until told it is safe to do so.

  Attack the fire, if possible, with the appliances provided but without taking personal risks. If in doubt “GET 
  OUT”.                  

                                                
HIRERS RESPONSIBILITIES

    To Hire Tingewick Village Hall, Hirers must be 18 years old or over.
Hirers must make themselves aware of the risk assessments made for the Hall. A copy is on the 
Village Hall notice board or is available on request.

 Where applicable all electrical equipment is to comply with current portable appliance legislation 
(i.e. PAT certificated). Care should be taken with the positioning of all electrical and trailing leads.

    Use of “smoke generating” equipment is not advisable.

Hirers must make sure that they are familiar with the location of fire exits, extinguishers and 
assembly point.

When the hire period has expired the hirer is responsible for ensuring that the Hall is left clean and 
tidy and that they do not leave items that may endanger person/s subsequently entering the Hall.

The car park is at the Hirers disposal during the hire period. It is the hirer’s responsibility to ensure 
that the various emergency exits are not blocked and that vehicles are not parked in such a manner as 
to cause hazard or nuisance to Hall users or others.



APPENDIX D

CONTENTS:

Health & Safety Risk Assessment

Quarterly Checks



TINGEWICK VILLAGE HALL

                   HEALTH & SAFETY RISK ASSESSMENT.

Original Assessment Date: October 2010

Review Date: October 2021

Having no employees, Village Hall risk assessments were not formally recorded other 
than as part of the monthly meetings. However, the Committee has decided to 
undertake formal assessments in order to reduce the risks to persons involved with 
Hall.

HAZARDS

WHO MAY BE AT 
RISK/ NATURE 
OF RISK

             CURRENT SITUATION           ACTION   WHO
   
REVIEW

Slips, 
trips       
and falls

Working 
at Height

Users of the Hall, 
car park and 
boundary paths. 
Injuries may include
bruising and 
fractured limbs 
resulting from 
uneven and 
overgrown surfaces,
spillages and 
objects left lying 
around.

Risk low to 
moderate.

Anyone working at 
height.

Serious injury may 
result should they 
fall.

Risk - low

Car park – Surface maintained to be as even as
possible.  Disabled parking space available by 
main  doors      

Security lighting available.

Hall Lighting – Adequate lighting in all rooms

Spillages – Terms & Conditions specify that 
hirers clear up after themselves.

 Cleaner is aware of products that can be used 
and warning signs to be employed during 
cleaning.        

 Toilets, Kitchen and Bar have non-slip vinyl    
floor covering.

Mats – These are placed at the main entrance 
and committee room exit to reduce the ingress 
of rainwater.      

Leads – There are no trailing electrical leads or
cables.

Boundary Paths – Both East side and West 
side paths are emergency exits. Other than the 
wheelie bins the East path is free of obstacles 
with a reasonable surface as is the West path.

                             

A stepladder is available for use by Hirers, 
committee members and the cleaner.

Hall users are aware of the proper use of 
stepladders via the Hire Terms and Conditions.

Self-employed workers engaged to carry out 

Inspect regularly, repair 
as necessary.

 

Check regularly

Check that the cleaner is
taking the necessary 
precautions.

Ensure bin is properly 
located..See ARSON.  
AppendixA

Regular checks on the 
condition of the 
Stepladder.

A copy of HSE guidance
is available. Check latest



Vehicle 
Movement

Hazardous
Substances

Drivers, their 
passengers and 
pedestrians using 
the car park. 

In addition to 
persons using the 
Village Hall, there 
is a considerable 
amount of 
unauthorised 
parking:

Dropping 
off/picking- up 
children from both 
school and pre-
school.

Adults attending 
both schools.

Overnight parking 
by local residents.

Pedestrians, 
particularly 
children, could 
suffer serious injury
if struck by vehicles
in the process of 
parking or 
entering/leaving the 
car park.

Risk – moderate to 
high 

Cleaning chemicals 
are the most 
commonly available
with the cleaner 
being at most risk. 
The problems most 
associated with 
these would be: 

Direct Contact with 
skin & eyes – eye 
damage, dermatitis 
etc.

Vapours such as 
solvent and bleach –
breathing 
difficulties. Mixing 

maintenance and repair have a responsibility 
for their own health and safety. 

Car park entrance not clearly marked.

Hirers are advised of their responsibilities with
regard to car parking in the Terms and 
Conditions of Hire.

Signs denote that the Village Hall car park is 
private.

Outside of hire period’s local residents park 
their vehicles with the knowledge of the 
committee. Both parties are aware that this is 
an unofficial situation and is a service to the 
local community by keeping vehicles off 
nearby streets.

A greater problem is seen to be the 
uncontrolled parking by those 
dropping-off/picking-up children at the 
schools. 

A barrier is not considered viable, as access to 
the school car park (behind the Hall) is 
required at varying times.

Bleach and washing up liquid are mainly used 
for cleaning purposes. Descaling products are 
only used in “one off recovery” procedures.

A lockable cupboard is provided for the 
storage of cleaning materials..

Cleaning equipment (mops, buckets etc) is 
stored in the shed along with the tables and 
chairs.

No personal protective equipment provided is 
currently provided.

version is available

Erect car park sign with 
5 mph speed limit.

Maintain Terms and 
Conditions.

Contact local residents 
making them aware of 
their responsibilities.

Liaise with the schools 
to establish whether any 
alternative parking 
arrangements can be 
provided. At the very 
least for them to inform 
parents of the risks

The current Cleaner 
works and has been 
trained  at Stowe School
and is aware of the 
hazards involved with 
the cleaning materials.



Electricity

Stored 
Equipment

Manual 
Handling

products such as 
bleach and acid 
descalers – 
evolution of 
chlorine breathing 
difficulties, eye 
damage etc.

PPE

In the past the 
Scouts unofficially 
stored large LPG 
cylinders on site. 
These could have 
aid fires, or if 
leaking, create an 
explosive 
atmosphere. Risk 
low 

Users risk electric 
shocks or burns 
from faulty 
equipment or 
installations:

 Fixed Hall 
Appliances & 
Wiring.

 Portable 
Appliances – V. 
Hall.

  Portable 
Appliances – Hirers.

See also  
ELECTRICAL  
Appendix A

Risk low to 
moderate

Unstable stacks of 
tables and chairs 
risk collapsing on 
users causing injury.

  

Risk low

Tables and chairs 
are stored internally 
in the store next to 
the committee 

The Scouts have complied with requests to 
remove all gas cylinders. 

) Electrical integrity checked by qualified 
Electrician.

) Appliances PAT certificated yearly

Hirers informed, via Terms and Conditions, 
that equipment brought into the Hall must 
comply with current legislation. 

Hirers are expected to stack the tables and 
chairs in a safe manner. This however is not 
always the case.

 All tables and chairs have to be manhandled 
from and to their storage area before and after 

Arrange to make 
available: Gloves to 
protect hands Face-mask
and goggles to protect 
from dust if cleaning in 
roof space.

Regular inspection of 
Scouts storage sheds to 
monitor situation.

Plugs, sockets and 
wiring checked regularly
for visual signs of 
damage.

Ensure Terms and 
Conditions are current.

All Hirers are informed 
of the position of the 
main fuse box via the 
Welcome Pack.

Users to be informed 
that they must stack 
tables and chairs 
carefully so that they do 
not collapse.

All village hall storage 
is internal.

The heaviest set of 
chairs been replaced 



Asbestos

FIRE

room. Lifting and 
manoeuvring round 
corners may result 
in persons suffering 
back injuries. Risk 
low to moderate

Any Hall user that 
comes into direct 
contact with 
building materials 
manufactured from 
or incorporating 
asbestos.

Risk - very low

Any Hall user, if 
trapped, could 
suffer fatal injuries 
from smoke 
inhalation and/or 
burns.
Risk low

use.

Asbestos only poses a risk if fibres are released
into the air and inhaled. Maintenance workers 
are at most risk.

Fire risk assessment carried out and number of 
actions identified. 

with lighter ones.

An Asbestos survey 
undertaken by Salvum, 
September 2017, 
showed that there was 
no asbestos present.

Ensure actions identified
by the Fire Risk 
Assessment are carried 
out. See Appendix A

NEW EXTENSION SEPTEMBER 2021

July 2021 saw the opening of the Village Hall for hire following the completion of the 
extension and relaxation of the Covid-19 regulations. The following is a risk assessment of the new 
kitchen and bar area. The kitchen is registered for limited use and not food preparation. An oven/hob 
is available for keeping pre-prepared food warm and for the use of outside caterers should they be 
engaged for a specific function. 

The new kitchen/bar incorporates new dishwasher and water heater donated to the Village 
Hall by the Community Cafe. As purchase and installation of these two items occurred before any 
discussion or assessment took place a belated assessment is included below.



RISK ASSESSMENT for KITCHEN & BAR  AREA

HAZARDS
WHO MAY be at RISK & 
NATURE of RISK 

CURRENT SITUATION ACTION WHO

WATER HEATER:
All entering the area, 
particularly children.
Water heater dispenses 
water @ 80°C. Water 
remains extremely hot for 
hours after being turned 
off.
Tampering with, level of 
intoxication or unwittingly 
pulling the dispensing lever
could result in burns/scalds
to any part of the body 
depending on the size of 
the individual.  

The water heater is intended 
to be used by the Community
Cafe personnel, individual 
and group hirers for a variety 
of functions. All these 
activities could have children 
of all ages present. Currently 
the two entry doors can be 
wedged open allowing access
by anyone present.
The water heater is fixed in-
situ and situated close to the 
edge of the worktop with the 
operating lever in easy reach 
of some children.

Other than turning the heater 
through 90° so that that the 
operating lever is approached from
the side there appeared to be no 
other suitable location. Turning 
through 90° could make operation 
difficult depending whether the 
operator is left or right handed. 
Best solution was to raise the 
heater on a plinth to increase 
height from floor making it more 
difficult for children to access.
Suitable signage to be employed – 
how to operate, length of time 
water remains hot and no children 
allowed in the area. “Welcome 
Pack” to be revised to include 
risks
Appendix to be added to T&Cs. 
To prevent children entering the 

PC
Done

FM
Done

CW
Done

JH

BURNS & 
SCALDS

COFFEE 
M/C

SINK
&

DRAINER

WATER
HEATER

SERVING HATCH

M/WAVE

DOOR

COOLER



OVEN:
Conventional oven and hob

  

 DISHWASHER: 
   Anyone in the vicinity or 
using the dishwasher. 
Malodours may make 
people feel ill which could 
lead to carelessness. 
Contaminated water use 
could result in illness.

Badly bruised/broken 
fingers.
Users of the hall, primary 
children. 
The doors leading from the
main hall into the 
kitchen/bar area have 
strong automatic closures.

 

 Used for keeping food warm.

The dishwasher is an 
industrial unit designed for 
regular use. Condensation is 
permanently present. Filters 
are also present to retain any 
food etc. that would be 
removed during a wash cycle.
 However, this unit will 
probably be used only 
once/week thereby providing 
a continually damp static 
atmosphere in the presence of
retained food/organic 
material which could lead to 
the growth of anaerobic 
bacteria.

The doors open inwardly into
the kitchen/bar area. This 
leaves a gap between the door
and frame which could trap 
fingers when the door/s 
automatically closes.

area both doors to have tubular 
mortice locks at “high” level 
preventing children opening the 
doors.

Keeping children out the area 
should reduce risks.

Dishwasher filters to be removed 
and cleaned once a week after use.
An empty wash cycle prior and 
after  the prime cleaning cycle 
may assist with the 
removal/reduction of 
contaminated water.

Install finger guards on both doors

PC

Cafe

PC/
CW

   

TRAPPED 
FINGERS
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TINGEWICK VILLAGE HALL

RISK MANAGEMENT ASSESSMENT

Assessment Date: May 2019

Person/s responsible for Health & Safety

Health & Safety Policy Policy available – to be reviewed April 2024

Training Records N/A

Food Hygiene Members of the Committee do not prepare food 
on site. An oven is provided to keep pre-prepared
warm. Hirers engage outside caterers for 
functions. 

First Aid/First-aiders 

Working at Height Stepladder available for general use. Users 
advised to have a second person on hand. Ladder
subject to a 3 monthly inspection. Contractors 
requested to have a second person available and 
if possible to use a tower rather than ladders.

Electrical Installation Checked and tested every 5 years. Next test 
2021.

Portable Appliances PAT tested every year by Abbot Fire Group.

Key Policy A record is available for the control and issue of 
hall keys

Disaster Recovery Plan Insurance: Property damage    - £430,000
                  Public Liability       - £5,000,000
                  Employers liability - £10,000,000
Reserves:   Currently                - £20,000

Document Storage No documents stored on-site. Currently reside 
with the Secretary

Regular Site Checks “Weekly Checks”: Checks made to ensure the 
                          building and surrounding area
                          are maintained in a tidy and safe 
                          condition.
Quarterly Checks: Comprehensive checks
                           carried out every 3 months

Gutters, Valleys and Windows To be cleaned yearly by a contractor – 
Documentation - Invoice



Water Supply Drinking water supply directly off the mains.  
Storage tank for hot water and toilets.
All internal pipework lagged and readily visible.
Internal water sprinkler system in roof space not 
considered viable due to the 8 electric heaters 
currently installed in the roof.

External Security Lighting All outside areas are protected by both solar and 
mains operated lights

Boundary Security The Hall is fenced on three sides with access 
only by emergency exits. The main Hall doors 
open directly onto the car park which in-turn is 
readily accessible, and visible, from main street.
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