
 (Updated SEC Feb 2020) 

Procedure No. 4 - UVH Risk Assessment Procedure 
 

1. To ensure the Village Hall facilities are to proper H &S standards for all its Users 

 

a) The whole of the Village Hall area will be risk assessed every 12 months bearing in mind the 

state of the facilities and the different activities that go on in the hall. Other part or whole 

assessments will be carried out if or when the need arises e.g. if there has been significant change 

or if there is a User Group activity seeming to need particular attention. 

The current (2020) practice is to separate the General Risk Assessment (June) and the Fire Risk 

Assessment (early December before the Christmas events) – this ensures that each assessment is 

clearly focussed on different risks, and areas of the hall not covered by the Monthly Inspections 

(see Procedures 3 and 3a) are checked every 6 months. 

  

b) Assessment will be carried out by the H&S Officer together with another member of the 

Committee (or a representative from a User Group who may have a special involvement or 

expertise e.g. the drama group) preferably a different Committee member every time as each 

person is likely to notice different things. 

  

c) The methodology to be used when there has been a significant change (such as the redesign of 

the boiler room and storage area in 2019) can be seen from the Risk Assessment Record Form. 

This is the format to be used wherever possible for reporting and recording the Assessment. If 

another format is used then the same methodology to that shown should be used. A question used 

by Assessors during the assessment is "What if.....?" (The Risk Assessment Form (4 pages) can 

be seen in the hard copy of the H&S Manual, a copy of which can be found on the management 

notice board in the Hall, or as Procedure 4a)  

 

d) Highly detailed risk assessments were undertaken before 2011 (see section 4 of this Procedure 

for background information), and actions taken to reduce the major risks identified. The current 

procedure (2020) for the annual assessments (General Risk, Fire Risk, and Caretaker Role) is as 

follows :- 

 - using the detailed risk assessments from 2011 as a starting point, the H and S Officer 

identifies ON PAPER any changes to operational procedures, user groups and activities, hall 

equipment, the fabric of the building etc since the last assessment, and whether these changes are 

likely to increase, decrease or have no effect on the risk of an incident  

 - during the PHYSICAL inspection of the hall with another member of the Committee, as 

well as a general “walkthrough” of all parts of the building, inside and out, particular attention is 

paid to any area where changes have been identified (especially INCREASED risk) and to any 

recurring problem areas identified during the monthly inspections 

 

e) Any MAJOR risk identified, such as inflammable material left in the boiler room, should be 

addressed IMMEDIATELY. Otherwise, the results of any Assessment will be discussed at the 

next Committee Meeting where actions necessary will be agreed. Risk Assessment will also be 

discussed at any User Group meeting where their input will be obtained. If there is a 

recommendation or action applicable to a particular User Group or Groups, this will be taken up 

directly with them. 

 



2. To ensure the health and safety of (the employed) Caretaker  

 

a) A formal assessment of the caretaker’s work (both within the Hall and externally in the garden 

etc.) is carried out and recorded once per year by the caretaker and the H&S Officer. At this, the 

various tasks she, and anyone else helping her, has to carry out, the proper methods for carrying 

them out and the risks involved both to herself and to others are discussed, the precautions she 

should take are defined and any necessary actions to improve safety identified. 

 

b) With any new task carried out, the caretaker is expected to think of the possible risks both to 

herself and to any other people that may be around her and ensure any necessary actions are 

taken i.e. carry out an informal risk assessment. (Again a good simple question for her to ask 

herself is “What if…..?”)  

 

3. To ensure the health and safety of (the unemployed) Committee Members when working 

in the Hall   

 

Members will be reminded annually at the time when they are reviewing the Hall Risk 

Assessment, that if they are doing the same kind of jobs in the Hall that they are comfortable 

with doing safely at home, then they can proceed using the same precautions that they use at 

home. If the job is something they are not used to doing then they should carry out a simple risk 

assessment (asking "What if...?") and take any necessary precautions. (An example would be 

doing something at height using the tall step ladder. In this situation it is expected that a second 

person will always be asked to foot the ladder and when at the top the person there should always 

be using one hand to hold on to something for extra support.)     

 

4. Background to the above – pre 2014 

UVH Management Committee has the clear responsibility to provide facilities that are to proper 

H&S standards for all users of the Hall while User Group Representatives have a clear 

responsibility to ensure their activities do not pose unacceptable risks to the H&S of the people 

in their groups. They also have the responsibility to ensure their activities do not create 

unacceptable risks for others who use the facilities and also for the safety of the facilities 

themselves. These responsibilities are made clear to the Representatives in the UVH Terms and 

Conditions for hire of the Hall. It is up to them how they discharge these responsibilities. There 

may well be an uncertain grey area in the split of responsibilities between the Committee and 

each User Group and it is the Committee's responsibility in particular to minimise any 

uncertainty.  

 

This Procedure addresses how we discharge our responsibilities as the UVH Management 

Committee. The Health and Safety Executive (HSE) regard the process of Risk Assessment as 

being the basis of controlling health and safety in "the workplace". So the Management of Health 

and Safety at Work Regulations (1999) requires an employer to make "a suitable and sufficient" 

assessment of the risks to the health and safety of both his employees while they are at work and 

of persons not in his employment, arising from his activities. It also requires this assessment to 

be recorded if there are five or more employees.  

 

 



The Village Hall has only one employee at the present time (February 2020) and will never have 

more than five employees. The HSE recommends that places such as village halls should be 

regarded as small businesses, particularly as different User Groups and the general public will be 

using its facilities, and we should carry out Risk Assessments, though these need only be simple. 

 

The process they recommend is:  

 -  identify the hazard i.e. the potential to cause harm 

 -  consider who might be harmed and how 

 -  evaluate the risk of being hurt i.e. the combination of chance and severity  

 -  review existing precautionary measures and decide if more is needed and what 

 -  record the findings and ensure any actions are implemented 

 -  decide when to review the Assessment and update it when necessary. 

 

In 2003 a formal process of risk assessment was started. The Hall was divided up into eight areas 

and responsibility for carrying out an assessment for each area assigned to different small groups 

of Trustees. For each area hazards were identified, risks evaluated for each of them by rating 

both severity and chance on a scale of 1 to 6 and then adding the resulting numbers together to 

give a "Risk Rating". Consideration was then given as to whether the existing control measures 

were adequate and then where necessary to suggesting improvements and defining actions (with 

time-scales) - particularly for a hazard with a Risk Rating of 5 or more. In late 2006/early 2007 

these same areas were assessed again, this time by individual Trustees not part of the particular 

earlier area assessment. Hazards identified before which had a Rating of 5 or more were 

reviewed, any remaining hazard with a score of 4 or more identified and actions agreed where 

thought necessary and particularly for all hazards with a Rating above 5. This methodology was 

adopted at the time following the recommendation of Chester Council's Safety Department. 

(Other methods commonly used are similar to this but multiply the chance and severity factors 

together to give the Risk Rating. The Council’s addition method seems better as it reduces the 

chance of those important high severity but low frequency hazards being overlooked.)    

 

As indicated above the HSE recommends that places such as Village Halls do carry out Risk 

Assessments. In fact in the last couple of years they have given an example of an assessment for 

a village hall. The method shown uses more of a walk through approach of the complete hall, 

suggests a check list of some generic hazards, is simpler in not using a Risk Rating numerical 

methodology and recommends a review every year. 

 

The process now to be used for the Village Hall is a combination of that shown in the example 

for village halls given by the HSE and that used by us in the past. In particular the hazard Risk 

Rating system will be used but only when a difficult decision on the hazard and the need for 

action is needed.  

 

A similar approach should be used when considering the tasks carried out by the caretaker, the 

one Village Hall employee, and ensuring her safety (and anyone helping her) and those around 

her when she is carrying out her work.  
        

End Proc 4 

 


