BROMLEY
ARTS
COUNCIL

HEALTH AND SAFETY POLICY

1. INTRODUCTION

This policy has been prepared to assist all those involved with the Arts Council with their risk assessment responsibilities. The
Management of Health and Safety at Work Regulations (MHSWR) 1999 require all employers to carry out a suitable and sufficient
assessment of all significant risks to the health and safety of their employees and others who may be affected by their
undertakings. This duty also extends to anyone else who might be affected by its operations i.e. contractors, members of the
public, service users, visitors etc.

In addition to identifying risks, there are also further statutory provisions and procedures that require specific risk assessments to
be carried out, and separate detailed polices are available on some of these, as shown below:

e Display Screen Equipment;
e Control of Substances Hazardous to health;
e New and Expectant mothers.

2. DEFINITIONS - WHAT IS RISK ASSESSMENT?

A risk assessment is simply a careful examination of what, in your work, could cause harm to people, so that you can weigh up whether
you have taken enough precautions or should do more to prevent harm.




Hazard Means anything that has the potential to cause harm.
Risk Is the likelihood (high or low) that somebody will be harmed by the hazard, together with an indication of how serious the harm
could be.
3. HOW TO ASSESS THE RISK IN YOUR WORKPLACE
Step 1 Look for the hazards
Step 2 Decide who might be harmed and how
Step 3 Evaluate the risk and decide whether the existing precautions are adequate or whether more should be done
Step 4 Record your findings and implement them
Step 5 Review your assessment and inspect annually

A suitable and sufficient risk assessment must:-

¢ Identify and record all significant hazards associated with the task and the risk(s) arising from those hazards;

¢ Identify any employees or visitors who may be especially at risk;

e Decide and record the likelihood and severity of an injury occurring as result of an uncontrolled risk;

e Evaluate and record existing controls, stating whether or not they are satisfactory;

¢ If not adequately controlled, decide what action needs to be taken to reduce the risk;

¢ Identify who has responsibility for implementing and maintaining the control measures and the target date(s) for their completion;

e Provide an action plan giving detailed information on implementation of additional control measures and any wider implications for
further training or additional procedures or support mechanisms.




4, RESPONSIBILITIES
It is Bromley Arts Council’s (i.e. Trustees’) responsibility to ensure that:-

e Hazardous operations are avoided so far as is reasonably practicable;

e Risk assessment is undertaken and that the staff carrying out the risk assessments receive training to enable them to perform this
role competently;

e There is consultation with employees and other interested persons in identifying potentially hazardous situations, operations, and
practices, and to share the final result of the risk assessment;

e Information is given to all employees about the risk assessment policy

e Competent persons are available to advise and assist managers and staff with the risk assessment process to ensure a satisfactory

outcome.
It is the responsibility of managers to:-

e Ensure each individual service area undertakes a suitable and sufficient assessment of the health and safety risk of working
activities, for each member or group of staff and any other affected groups;
e Regularly monitor/review the adequacy and effectiveness of current risk control measures and notify employees of any significant

changes to working practices;
e Provide all employees with sufficient training and information to understand and identify significant hazards associated with the
tasks and procedures within their workplace or work locations

It is the responsibility of all employees to:

¢ Notify their managers of any significant risk associated with their work and any changes in work conditions which may create

additional risks e.g. health problems
e To use items of protective equipment/clothing or safety systems that have been provided for their safety in accordance with the risk

assessment



5. TRAINING

Training of Bromley Arts Council staff will be carried out though discussion and demonstrations as required. Users of the building are
required to carry out their own risk assessments and a form is provided for this purpose.

PLEASE SEE :
e Appendix A - Risk Matrix
e AppendixB - Risk Assessment form

e Appendix C - Action Plan



Appendix A

Risk Matrix

LIKELIHOOD
1 2 3
1 1 2 3
2 2 4 6
3 3 6 9
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Key: 1 -3 =Low, 4 — 6 = Medium, 7 — 9 = High

Hazard Severity Scale (Determine the scale)
3 = High (Likely to cause death or major injury)
2 = Medium (Likely to cause over 3 days absence)
1=Low (Very minor or no injury)
Likelihood of Occurrence (Determine the scale)
3 = Very Likely (Harm is certain to occur)
2 = Likely (Harm is likely to occur)
1 = Not Likely (Harm will not or rarely occur)

Actions to be taken if the resultant risk rating is:-

HIGH Take immediate action to reduce or remove the risk, the activity should not continue at this level
7-9
MEDIUM Take further action to reduce or remove the risk, consider substitution, segregation or procedures, written instruction
4-6 may be effective in the short term
Low Take no further action, monitor the effectiveness of the assessment and review periodically or if there is change
1-3




APPENDIX B

BROMLEY
@ ARTS
COUNCIL

RISK ASSESSMENT

Ref | What could cause harm? Severity Likelihood Risk Rating
1 SLIPS,TRIPS AND FALLS

2 1 2
1.1 | Trailing cables, and items left on the floor

2 1 2
1.2 | Spillages. Use of ladders

2 1 2
1.3 | Use of ladders

2 2 4
1.4 | Uneven crazy paving/cracked veranda floor

2 1 2
1.5 | Moss and fallen leaves

2 2 4
1.6 | Steps down onto grass - no hand rail

2 1 2
1.7 | Loose flooring, raised thresholds, steps and temporary ramps
2 MANUAL HANDLING: FURNITURE AND EQUIPMENT




Ref | What could cause harm? Severity Likelihood Risk Rating

2 1 2
2.1 | Delivery of heavy paper boxes and moving of equipment

2 2 4
2.2 | Lifting and moving furniture

2 1 2
2.3 | Stacking and storing furniture and equipment

2 2 4
2.4 | Moving pianos

2 1 2
2.5 | Moving glass display cabinets
3 LIGHTING AND ELECTRICS

2 1 2
3.1 | Broken lamps/ loose wiring/ broken sockets

2 1 2
3.2 | Garden safety lighting failure

2 2 4
3.3 | Fire exit lighting/ security lighting

2 2 4
3.4 | Pattesting

2 1 2
3.5 | Standard of lighting in the cellar

2 1 2
3.6 | Fountain lights

2 1 2
3.7 | Standard of car park lighting

KITCHEN




Ref | What could cause harm? Severity Likelihood | = | Risk Rating

2 2 4
4.1 | Hygiene of furniture and equipment/food safety

2 1 2
4.2 | Scalding and burning risk
5 EXTERIOR

2 1 2
5.1 | Shrubs, trees, pruning and removal of windfall fruit/leaves/twigs

3 2 6
5.2 | Deep water in fountain

2 2 4
5.3 | Roof tiles loose

2 1 2
5.4 | Common access by pedestrians and traffic
6 STORAGE

2 1 2
6.1 | Safe height and ventilation of storage

3 1 3
6.2 | Cleaning materials /chemicals

2 1 2
6.3 | Overloading of shelves and cupboards
Signed M. Carney/T. K. Richardson Date 4.12.18




APPENDIX C

ACTION PLAN

Ref | How can the risk be reduced/eliminated? By When? Who is responsible?
1 Iltems rated 1-3: HH to monitor housekeeping and maintenance ongoing HH

2 1.4 Consider inclusion in forward maintenance programme 2019/20 Standing Committee
3 1.6 Consider inclusion in forward maintenance programme 2019/20 Standing Committee
4 2.2 Heavy lifting training to be provided to appropriate staff. 31.01.19 HH

5 2.4 Piano moving training to be provided to appropriate staff. 31.01.19 HH

6 3.3 Place orders for defective emergency lighting. 31.12.18 TKR

7 3.4 Arrange for all appliances to be checked. 28.02.19 TKR/DG




Ref

How can the risk be reduced/eliminated?

By When?

Who is responsible?

4.1 Invite tenders for refurbishment of kitchen.

2019/20

Standing Committee

5.2 Investigate safety cover for fountain water

30.03.19

HH

10

5.3 Place order for roof repairs

31.12.18

TKR

11

12

13

14

15

16

17

18

19

20

Signed M Carney/ T K Richardson

Date 4.12.18







