	To Hirers of Name of Premise……………………………...
	
	

	
	

	Date………………………………
	

	
	

	
	


Dear Hirer
Premise Name                                      – Health and Safety
Thank you for hiring space at insert name of premise.    The following information is important as it is essential for the health and safety of all groups using the building.  Please read this letter carefully and share the contents with the members of your group.

Fire Evacuation
Every group should ensure that their members are fully aware of the emergency evacuation procedure detailed below (this will be site specific).  Also enclosed is a plan of the building (this will be site specific) showing the location of fire extinguishers and mains isolation switches.  Please note the location of the exits, fire alarm points and fire extinguishers.  The alarm does not ring differently for a bomb threat but the same emergency procedure should be followed.  However, if it is known that the alarm is raised for a bomb threat, please take bags with you and leave windows open, if it is safe to do so.  

There are different emergency procedures according to the way the building is staffed:

If the building is staffed:  The member of staff on duty will undertake the duties of Fire Warden and will be responsible for ensuring that the premise is safely evacuated.  
However, it is not physically possible for one person to check the whole building and those hiring any part of school, for example the hall they will be responsible for the safe evacuation of all members of their group and for reporting to the member of staff on duty that all members are accounted for.    

If the building is not staffed except for opening and closing:  The hirer will be responsible for ensuring that his or her group leaves the premises quickly and safely by the nearest exit.  If safe to do so, please call the Fire and Rescue Service Brigade.  (Make sure they know where the nearest phone is or they are instructed to use a mobile.)
There is a signing in system for visitors at reception but this is not practical for lettings.  In future, Hirers/Group Leaders will be asked to sign in on arrival, on behalf of their group.  As before, the Hirer/Group Leader is responsible for ensuring that the members of their group know what to do in the event of an emergency and they should keep a register of persons present so that there is a check list to account for all those on site, if needed.  Please explain the evacuation procedure to your group regularly, especially if there are new members or spectators, and make sure you know where the alarm points, emergency exits and extinguishers are located.  (this will be site specific).
(This will be site specific)The assembly point is…………………….  The building complies fully with the terms of the Equality Act 2010 and has automatic doors and a ramp.  Please note the location of emergency exits on the plans situated in each room.
N.B. The School does not have a pay phone and groups must have a mobile telephone available if they are using the building without staff.

First Aid
Every group should have at least one fully qualified first aider present at each session and ensure that there is adequate cover for holidays and illness.  Staff on site are not necessarily first aid trained.  The Council’s Occupational Health Department, contact number 01743 252833, can offer 1 day emergency first aid at work and 3 day first aid at work courses both are nationally recognised First Aid at Work qualifications.  First aid certificates must be renewed every three years.  

Hirers are responsible for providing their own first aid kit provision. (Please note that ointment and creams should not be included as they can be a source of cross infection).  

Please note if a person is injured as a direct result of a fault of the premise or activity and is taken straight to hospital after an incident, the accident must be reported to the Health and Safety Executive under RIDDOR.  Please report any such accident to a member or staff or to Shropshire Council Health and Safety Team 01743 252819 and the School will complete the necessary paperwork including CARS Form.  The details required are:

- The name and address of the injured person
- details of the accident, 
- plus the name and address of any witness(es). 
- This must be done within 48 hours of the accident.     
Risk Assessments
In the event of a major accident, which would need to be reported to the Health and Safety Executive, the first item they would require would be a risk assessment.  All groups will have assessed the risks which their members face but it is essential to write down this process.  Risk assessments are the best way of assessing potential hazards.  Only those who are totally familiar with the activity can complete the risk assessment adequately.  Risk assessments are a legal requirement and the hirers must satisfy the School that they have carefully considered the health and safety issues affecting their use of the premises.  

Insurance

One of the conditions of hire is that groups have adequate public liability insurance cover and details must be provided at the commencement of the letting and the information updated when the insurance is renewed.  A minimum of £5m public liability cover is expected, more if the activity is high risk.  Many national sporting organisations offer cheaper public liability insurance for affiliated members.  For small groups or individual, one-off, lettings it is now possible to buy into the Council’s insurance.  This provides £5m cover and the cost is …% of the booking fee, including insurance tax.  Further details can be supplied on request.

Electrical Equipment
Any electrical equipment brought into the School must be PAT tested by a qualified electrician.  Please inform the School prior to starting the type of any electrical equipment that will be brought into the building and confirm the date of the last test.
Finally we thank you for your co-operation.  It is understood that health and safety is time consuming but there is a requirement to ensure that every reasonable measure has been undertaken and this needs to be demonstrated.  

Please do not hesitate to contact (name of person overseeing the hirers) if you need any advice or help with the health and safety of your group or you would like to book a first aid course.  

Yours sincerely

Name 
Address
