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Brief Detail
Issued to H&S sub-committee for comment etc.
PDF for Web site/ personal issue/hard copy info.

Part I - General Statement of Policy
This page of the Health & Safety Management System and the following supporting statements,
is the Health and Safety Policy of Letham (Angus) Village Hall. Our policy is to:
a) Provide healthy and safe working and entertainment conditions, equipment and systems of
work for Hall Committee members, Employees, hirers, users and other visitors.
b) Maintain the village hall, its equipment and facilities in a usable and safe condition for all
users.
c) Provide such advice and information as is necessary for Hall Committee members,
Employees, hirers, users and other visitors.
It is the intention of Letham (Angus) Village Hall Committee to comply with all relevant Health
and Safety legislation and to act positively, where it can reasonably do so to prevent injury, ill
health or any danger arising from its activities and operations.
Letham (Angus) Village Hall 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 Hall 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.
To this end, the Committee will encourage its members, hirers, users and other visitors to
engage in the establishment and observance of safe working and other practices.
Employees, Hirers, Users and other visitors will be expected to recognise that there is a duty on
them under “The Health & Safety At Work Act 1974”, “The Health & Safety at Work Regulations”
and other associated regulations to comply with the recognised practices endorsed and followed
by the Committee, with safety requirements set out in the Hiring Agreement and with safety
notices on the premises and to accept responsibility in order to do everything they can to
prevent injury to themselves or others, thus providing a safe and enjoyed use of the hall.

Name: Maggie Fleming
Position: Chair
(On behalf of the Hall Committee of Letham Village Hall)
Date: May 2019

Policy Statement

Part 2: Organisation of Health and Safety
The Hall Committee has overall responsibility for health and safety at Letham (Angus) Village Hall
and takes day to day responsibility for the implementation of this policy.
It is the duty of all Committee Members, Employees, 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
Hall Committee in keeping the premises safe and healthy.
It is the responsibility of the Hall Committee to provide adequate safeguards to aid the
protection of hall users. It is the responsibility of hirers and users to ensure compliance with
systems and facilities provided and their safe use. The hall committee however, cannot be held
responsible for the use or misuse, damage of any item of equipment or the property of other
persons, retained in the hall for their own or group use. This includes injury to the owner(s), or
other persons, whether or not they have permission, or are competent or not to use such items.
Should anyone using the hall come across a fault, damage or other situation which might cause
injury, they should inform a member of the hall committee immediately.
Where equipment being the property of the hall is damaged or otherwise faulty, it shall be
removed from use and a notice shall be placed on it warning that it is not to be used. A member
of the Hall Committee shall be informed immediately.

The following persons have responsibility for specific items:
First Aid box
Reporting of Accidents
Fire precautions and checks
Risk Assessment and Inspections
Testing/Maintenance of Safety Equipment
Information to contractors
Information to hirers
Insurance
General Fabric & Ancillary Fixtures & Fittings
RIDDOR
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Health & Safety Advisor
Chairman, Health & Safety Advisor
Chairman, Health & Safety Advisor
Chairman, Health & Safety Advisor
Chairman, Health & Safety Advisor
Chairman, Health & Safety Advisor
Website – booking form/booking confirmation
Treasurer
Hall Keeper
Chairman, Health & Safety Advisor
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Part 3: Arrangements and Procedures
3.1 Licences
1. The hall is licensed by Angus Council for music, singing and dancing.
2. The sale of alcohol is permitted through an Occasional Licence issued by Angus Council.**
3. Playing of recorded, broadcast & live music, licensed under the Performing Rights Society,
as ‘The Music Licence’.

3.2 Fire Precautions and Checks
A Fire Risk Assessment has been completed in accordance with:
The Fire Safety (Scotland) Regulations 2006, made under the Fire (Scotland) Act 2005.
A copy has been supplied to and accepted by Fire & Rescue Scotland, at Forfar Fire & Rescue
Station. This risk assessment is maintained as a live document and updated whenever a material
or structural change may be made, that has a potential to affect fire safety.
The assessment is located in the rack in the Crosston Room.
A plan of the hall is provided at main doors and exits throughout the hall, showing the location of
electricity switch room, gas boilers, emergency exits, fire detection equipment, extinguishers and
other items of safety equipment.
Hi-viz waistcoats are provided in the Crosston Room and the backstage kitchen for use of
nominated Fire Wardens/Event Supervisors, to identify to the emergency services the
responsible person.
Carbon monoxide detectors are installed in the main kitchen and outside the changing/meeting
room at the side of the stage.
A plan of the hall showing the fire alarm points, fire exits and fire fighting equipment and other
information is provided at various strategic locations throughout the hall.
The Muster Point is located at the southeast corner of Letham Bowling Club in the main south
side car park, marked by a wall mounted sign.
Local Fire & Rescue Scotland Station: Forfar Fire Station, 4 Strang Street, Forfar. DD8 2HR.
Maintenance and Service of fire extinguishers: Fire Fighting Equipment (Dundee) Ltd. Carried
out annually, normally in September.
** The Village Hall will only apply for a licence, for an event being run by the Hall Committee, or
with conditions applied if requested by the hirer. If however, the hirer wishes to apply for a
licence, the hirer shall apply to Angus Council in person or via the council website and be
responsible for the conduct of the licence and its conditions. The Hall Committee does however,
reserve the right to occasionally ‘visit’ the event to ensure licence compliance and the security
etc. of the asset.
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3.3

Checking of Equipment, Fittings and Services:

What
Frequency
Door mats and stops, kitchens, toilets and
general fabric and building security, fridges,
Weekly
lighting all areas
Water heaters (boilers), Fire alarm system,
Emergency Lighting, Fire Extinguishers,
As required
Legionella control, General Fabric Condition
& Security, Outside Lighting
Window Cleaning, exterior/Interior
Quarterly
Portable Fire Extinguishers
Monthly/Annually
Fire Detection System
Weekly/Annually
First Aid Box
Monthly
Portable electrical equipment testing
Yearly
Main Electrical System Testing
5 Yearly
Ladders, steps etc.
Yearly/Prior to use
Outside areas, car parks, roofs, gutterings,
As Required
drain pipes & building general

Responsibility
Hall Keeper

Health & Safety Advisor
Committee/Contractor
H&S Advisor/Contractor
H&S Advisor/Contractor
Health & Safety Advisor
Nominated Contractor
Nominated Contractor
H&S Advisor/User
Committee

3.4 Procedure in case of accidents
All accidents and incidents as described below shall be reported and recorded in the accident
book held in the kitchen, above the first aid box:
 Any accident which results in any injury which could require the application of any first aid
measure, or the need for more detailed assistance.
 Any ‘Near Miss’ incident which had the potential for injury or property damage.
 Any incident which results in actual property damage, be it hall property or that of a third
party.
 Any situation arising which could have the potential for injury or property damage.
The First Aid Box is located in the kitchen above the wash-hand basin.
Any accident must be reported to the Chairman of the Hall Committee and recorded in the
accident book. Any incident which results in property damage, or injury requiring more than
basic ‘first aid’ treatment, shall be investigated by the H&S sub-committee, in order to
understand the causes and decide if further actions/remedies are required.
The accident book is located above the first aid box.
The person responsible for completing RIDDOR forms and reporting accidents in accordance with
the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995 is the
Chairman, along with the Health & Safety Advisor.
The location of the nearest hospital Minor Injury Unit, is Whitehills Hospital, Station Road,
Forfar. DD8 3YD Tel. 01307 475255.
The nearest Accident & Emergency Dept. is Ninewells Hospital, Dundee. DD19SY. Tel.
01382660111
The person responsible for ensuring the records are maintained up to date is the Chairman.

Letham Village Hall SMS Manual
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3.5 Safety Rules
All hirers will be expected to read the whole of the hire agreement and shall sign the online
booking form by ticking the appropriate box, as evidence that they agree to the hiring
conditions, prior to issue of keys or hall entry. The hiring agreement provides a brief but
essential guide to general hire conditions and health and safety, and should be read in
conjunction with the guidance notes in the glass case located in the Crosston Room.
The hiring agreement states that all statutory or local regulations and rules for public safety must
be strictly observed by hirers and fire and safety equipment must not be misused or removed
from its designated location. Fire and other exits must not be obstructed. Illuminated fire exit
signs must not be interfered with for all public entertainment.
Particular health and safety instructions apply to Theatrical and Entertainment Events. The main
ones being the protection of children etc. and the use of pyrotechnic devices and fire detection.
A Risk Assessment for the whole hall has been undertaken, the results of which have identified
further assessments, actions and controls necessary for good health & safety management.
A copy of the guidelines, rules and general information is included at the end of this section.

3.6 Contractors
Prior to the commencement of any work being undertaken by contractor, a number of checks
will be undertaken. Not only is the contractor (or self employed persons) responsible for his/her
own health and safety, but the hall also has responsibilities, being the site controller. It will be
established that the following criteria is complied with:
• The contract & work-scope is clear and understood by both the contractor and the
Committee representative appointed as the liaison for the work.
• The contractors are competent to carry out the work (e.g. 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 (e.g. electricity cables or gas pipes).
 The contractor has a written risk assessment, of at least a generic nature covering similar
work and situations.
• Contractors should not be allowed to work alone on ladders at height (if necessary a
volunteer should be present).
• Contractors have their own health and safety policy, where employing more than 5 people.
• The contractor knows which member of the committee is responsible for overseeing that
their work is as agreed and to a satisfactory standard.
• Any alterations or additions to the electrical installations or equipment must conform to the
current regulations and the Institute of Electrical Engineers Code of Practice.
 Work carried out on gas systems is to “Gas Safe” procedures and standards.
 Any work which could affect an existing risk assessment, especially Fire Risk, must be
referred to the Health & Safety Advisor for investigation and action.

Letham Village Hall SMS Manual
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Letham Village Hall
Terms & Conditions of Hire
Please read the information leaflet available on the website or on request. Copies are also
available at the hall.
 I agree to take reasonable care of the hall and its facilities, and will report any damage or
breakages to the hall contact, or any of the committee. Depending on the nature or cause
of the damage, a charge may be made.
 Items provided in the interests of Health & Safety shall not be deliberately misused or
otherwise tampered with.
 Function attendees must not gather in the external areas around the hall, creating
annoyance in the neighbourhood.
 When a licensed bar is provided at a function, it is advised that a responsible person be
appointed in order to handle an emergency, i.e. to call a committee member or the
emergency services and evacuate attendees to the muster point.
 Any equipment or items belonging to the hall, found to be faulty or broken, shall be
reported to the hall contact.
 Unless otherwise agreed beforehand, tables and chairs should be cleaned as necessary
and replaced in the store.
 The kitchen is to be left in a clean condition if used, with food etc. removed, surfaces and
floors cleaned.
 On vacating the hall, all windows and doors are to be shut and secured and all lights in
rooms and cupboards switched off. See notice on the kitchen swing door.
 The hall committee reserves the right to visit a function in order to ensure the
preservation of health and safety standards and the welfare of all present.

Letham Village Hall SMS Manual
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3.7 Insurance
The Company providing the hall's Employer's Liability and Public Liability insurance cover is:
Allied Westminster Insurance Services Ltd
Date of renewal: Annually in April

3.8 Review of Health and Safety Policy
The Hall Committee will review this policy annually and also on a change of Committee
Chairman, in order that the appropriate details are displayed.
The next review is due in May 2020.

3.9 Professional advice on health and safety:
Health and Safety Executive (Edinburgh) Belford House 59 Belford Road Edinburgh EH4 3UE
Fax only: 0131 247 2121.
Angus Council, via ACCESS Line on 03452 777 778 for workplace H&S advice.
Fire & Rescue Scotland: Forfar Fire Station, 4 Strang Street, DD8 2HR

3.10 Routine Checks and Tests:
Weekly and monthly checks are carried out by either the Health & Safety Advisor or the Hall
Keeper. There is a file retained in the Crosston Room for recording the events and any issues
identified during the inspection/test. Guidance on what the procedures are and other essential
information, is contained in the following pages of this manual.

Letham Village Hall SMS Manual
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Part 4: Risk Assessments, Procedures, Controls
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Risk Assessments
Where it has been identified that a level of risk associated with a situation, system or task exists,
a risk assessment has been undertaken, in order to quantify the level of risk, actions and/or
procedures put in place to ensure the residual risk is acceptable or ALARP - As Low As
Reasonably Practicable, to ensure the risk of injury or damage is minimised and mitigated, in
order to ensure safe enjoyment of the hall and facilities.
A general risk assessment has been conducted which covers, as far as can be determined, every
aspect of operation of the hall, that could be considered by the Health & Safety Sub-Committee.
Where it is considered that stand-alone assessments are warranted, these provide greater detail
of the risk(s) involved and the controls identified to achieve ALARP status. These are included in
the following pages, which contain a description of the situation, procedures and controls
identified within the risk assessment.
Where it is identified that regular checks or tests are required to be carried out, a note is
appended to this effect and the appropriate test sheets contained in a separate test record
folder, which is retained in the Crosston Room. Typically there are folders for property condition
and integrity, control of legionella and fire alarm system testing, fire extinguisher checks and
emergency lighting tests. A copy of the Fire Risk Assessment is also retained as a
working/information copy, as well as being included in this manual.

Letham Village Hall SMS Manual
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4.0: General Risk Assessment
A sub-committee was set up to identify all risks that the hall could likely be exposed to. The
attached assessment sheets identify the categories and the associated risks considered.
Where actions are required, over and above the controls already in place, an action sheet
has been raised and appended to an outstanding actions folder, also retained in the Crosston
Room. The outstanding actions are reviewed at the monthly hall committee meetings, where
if not already being addressed, will be appointed to the most appropriate person to action.
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Due to the physical size and format of this risk assessment, it has been hard copy printed and
placed along with the hard copy of the SMS document and also separately to the PDF versions.
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4.1 Financial Transaction Control
It is a sad reflection on the trust that many people put on those responsible for the finances of
businesses and charities, when vital funds are embezzled or improperly used. This can lead to
good concerns going under. Therefore, to protect funds and ensure that financial transactions
undertaken, particularly those made within the committee environment and to preclude confusion
or embarrassment and provide protection for the individual, the following procedure has been
written in order to satisfy the foregoing.

Hall Account Set-up
The operation of the account is based on a 2 signatures out of 3 for the issue of cheques, for reimbursement etc. For ease of purchasing items for the hall, such as bar stock for parties and quiz
nights and some other essential items, agreed by the committee, there are 3 debit cards each
having their own PIN number. These are held by the Chair, Treasurer and secretary. Receipts for
all purchases are handed to the treasurer, who updates the expenditure spreadsheet.

Purchase of low value materials for hall use.
This is typically where items are purchased locally by cash, card or cheque or online purchases
and reimbursement is to be made by the treasurer. In most cases, it should be agreed by the Chair
or at a committee meeting that the purchase should go ahead. Suggest a maximum agreed of £50.
The purchaser shall present the treasurer with a receipt or invoice in order to be presented with a
cheque for reimbursement. On receipt of the cheque, signed by the usual 2 out of 3 signatories, the
payee shall sign all receipts and invoices (vouchers) for the purchased items to indicate they have
received payment. The treasurer then takes those signed vouchers in order to reconcile the entries
in the expenditure ledger or spreadsheet. There is now a fully auditable trail for these transactions.

Purchase of Higher Value Items
It is suggested that items costing over £50-00, be undertaken directly by the Treasurer or Chair, or
delegated by agreement. Reimbursement being made in a similar way for low cost items. The
cheque signatories however, should be 2 out of the 3, but not including the Treasurer or Chair as
payee, which should remove any hint of a suspect transaction. The payee will still be required to
sign the invoice or receipt to acknowledge that reimbursement has been made.

Cash Transactions
It is considered that the most likely scenario involves the cash generated from the sale of 300 Club
tickets. In order to protect the 300 Club convenor from any suspicion of mismanaging the fund
and also to ensure that any error in reconciling a vendor’s ‘sales account’, be avoided, the
following procedure has been agreed.
i.

An issue sheet be raised (see below), which indicates how many tickets each vendor has
elected to take, typically at a committee meeting and further the value of each vendor’s
sales.
The vendors name is entered in Column 1.
Initial number of tickets issued entered in Column 2.
Extra ticket numbers subsequently issued in Column 3 and column 4.
Total number of tickets issued entered in column 5.
The face value of tickets issued (Total D x £5) in column 6.
Any returned unsold tickets entered in column 7.
The value of returned tickets (E x £5) entered in column 8.

Letham Village Hall SMS Manual
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Total sale (cash) (V1 - V2) entered in column 9.
When the process is complete, vendor and convenor sign off in columns 10 & 11.
signature box(see next paragraph).
ii.

At a committee meeting, sales cash and unsold cards are presented to the convenor, who
with assistance as required, counts the returned cards and cash from each vendor, entering
the information on the issue sheet for each vendor. The vendor then signs the sheet in the
end column to agree the figures entered. Hopefully, ticket returns will have been
completed earlier and taken by another vendor to sell.

iii.

The 300 Club convenor, retains from the total sales cash, the amounts required for the
prizes, and in his own time, packs the appropriate amounts into sealed and marked
envelopes for each draw and retains for safe keeping at home. The balance is handed to the
treasurer for deposit into the bank account. The account deposit slips and statement
therefore verify the sales profit.

iv.

From the ticket stub numbers, the convenor then presents the monetary prize to the
winning purchaser and requests that a signature be provided on the envelope to indicate
presentation to the correct winner. The envelopes with the winners signatures are then
returned by the convenor at the next committee or special meeting after each draw, to
indicate that all prizes are paid out correctly. They are then accepted by the treasurer who
will complete the necessary account ledgers or spreadsheets, in order to close the audit
trail.

The above may appear to be an administrative burden, but will be made simpler by dedicating the
time at a committee or special meeting to complete the above process, in order to protect all
involved in the running of the 300 Club and as proof to Angus Council under the Gambling Act
2005, that we have operated the scheme in a proper manner and in compliance with the
regulations and also demonstrate to OSCR our truthful operation of a charities funds.

Cash Float and Takings
Prior to start of selling raffle tickets or bar sales etc. the cash float should be confirmed and agreed
between the treasurer and the person to be responsible for the appropriate float and takings. Cash
raised from raffles, bar sales etc. is totalled to include the cash float and shall be confirmed before
handing to the treasurer, who will then re-confirm the amounts and follow the process for paying
in to the bank and updating the appropriate ledgers or spreadsheets. Along with pay-in slips, all
raised paperwork should reconcile the amounts, thereby supporting the auditable trail.

The following page contains the 300 Club Ticket Issue Sheet.

Letham Village Hall SMS Manual
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300 Club Ticket Issue & Income Sheet
Vendor
Name

Issue 1
A

Letham Village Hall SMS Manual

Issue 2
B

Issue 3
C

Total
D

Value 1
V1 £
Dx5

Returns
E

Value 2
V2 £
Ex5
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Total
Sale
V1-V2

Vendor
Signature

Convenor
Signature

4.2: Weekly General Building Condition Checks
These checks were set as a requirement by the Insurance Underwriter, due in the main because
of the issues involving the roof and trusses and the effect on the north wall. Although this has
now been satisfactorily addressed by the addition of external buttresses, it is considered that the
checks have much worth and act as a key indicator of condition and of any problems, before
they create greater expense.

Letham Village Hall SMS Manual
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LETHAM VILLAGE HALL

Building Structure and
Fabric Checks
[Insurance Underwriter Requirements]
Geoff Bray
[May 2015]

Letham Village Hall SMS Manual

P a g e | 19

The check-lists and recording sheets are to be completed on a weekly basis, regardless of
hall usage. The person carrying out the checks shall date and sign for that week, noting any
identified defects on the defect report sheet. This recording document is to be retained in
the box in the Crosston Room and signed-off on a monthly basis by an elected committee
member.
The following checks are to be carried out on a weekly basis, irrespective of the hall being in
use during that period or not.

External areas

Front Entrance and
corridor

Toilets - Ladies, Gents,
Disabled

Crosston Room

Main Kitchen

Stan’s Bar area /
Cupboards

Table/Chair Store

Cleaners Hall Store

Letham Village Hall SMS Manual

1. Check for defects in rones and gutterings.
2. Check for defects in wall harling and general fabric.
3. Check for obvious window defects. Check all exits are clear - not likely
to impede emergency egress.
4. Check roof from ground view for missing or broken tiles.
5. Ensure any external lights not left switched on.
1. Ensure windows intact.
2. Ensure Fire extinguisher in place.
3. No items likely to create an obstruction in the event of an emergency
evacuation.
4. No leaks from radiator.
5. No signs of roof leaks.
6. Ensure all lights in working order.
1. Ensure lights working in all toilets.
2. Ensure no taps dripping excessively.
3. Ensure all toilet facilities and wash-hand basins have no defects.
4. Ensure windows in disabled toilet not damaged.
5. Ensure no cracks in walls/plasterwork.
1. Ensure all lights working.
2. Ensure no radiator leaks.
3. Ensure no roof leaks.
4. Ensure windows intact/closed/locked.
5. Ensure no cracks or other damage in walls.
1. Ensure windows intact/closed/locked.
2. Ensure no leaks in water pipes and supplies to dish and glass washers.
3. Ensure lights working.
4. Ensure no roof leaks.
5. Ensure no other wall damage.
6. Ensure water heater switched off if not in use.
7. Ensure fridge/freezer not switched off.
8. Ensure fire extinguishers are in place.
1. Ensure lights in working order.
2. Ensure lights switched off in cupboards if not being accessed.
1.
2.
3.
4.
5.
6.
1.
2.

Ensure lights in working order.
Ensure windows intact/closed/locked.
Ensure tables and chairs are stacked neatly and safely.
Ensure other items are neat and tidy.
Ensure no roof leaks.
Ensure no other damage to walls etc.
Ensure items are stowed in a safe and neat manner.
Ensure no spills of cleaning fluids etc.
P a g e | 20

Smith Hall

Under-Stage Area

Stage

Drummie Hall

Small Toilet

Auldbar Room/
Dressing Room and
Burnside Room

Upper Toilet and outer
vestibule

Back Lobby

1.
2.
3.
4.

5.
1.
2.
3.
4.
1.
2.
3.
4.
1.
2.
3.
4.
5.
1.
2.
3.
4.
1.
2.
3.
4.
5.
6.
1.
2.
3.
4.
1.
2.
3.
4.
5.

Ensure lights in working order.
Ensure windows intact/closed/locked.
Ensure any tables and chairs are stacked neatly and safely.
Ensure no obvious wall or floor damages. NB The join between the
ceiling and the north side coving is considered to be an indicator of
movement between roof and north wall.
Ensure fire extinguishers are in place
Ensure lights in working order.
Ensure stored items are safely stowed and reasonably tidy.
Ensure no ingress of ground-water.
Ensure no obvious structural damage.
Ensure lights in working order.
Ensure no leaks from radiator.
Ensure no damage to walls and floor.
Ensure fire extinguishers in place.
Ensure lights in working order.
Ensure no leaks from radiator.
Ensure no damage to walls and floor.
Ensure windows intact/closed/locked.
Ensure any items left out not creating a hazard to safe emergency
egress.
Ensure lights in working order.
Ensure no damage to walls and floor.
Ensure no damage to toilet.
Ensure no water leaks at toilet or wash-hand basin.
Ensure lights in working order.
Ensure no damage to walls and floor.
Ensure windows intact/closed/locked.
Ensure no water leaks at sink in kitchen
Ensure no obvious problems in electrical cupboard.
Ensure no faults or inhibits showing on fire alarm panel that are not
already reported.
Ensure lights in working order.
Ensure no damage to walls and floor.
Ensure windows intact/closed/locked.
Ensure no water leaks at WC or wash-hand basin.
Ensure lights in working order.
Ensure no damage to walls and floor.
Ensure windows intact/closed/locked.
Ensure rear door secured unless in use.
Ensure no items likely to be a hazard in the event of emergency egress.

If any item is found to be defective, a report shall be made to the Chairperson at the earliest
opportunity and also entered in the defect record sheet within this document. If the defect is
considered to be such that greater damage could result and the Chair or other appointed committee
Auldbar Room cannot be contacted, then immediate attempts are to be made to contact the
appropriate preferred contractor directly for remedial action to be taken.

Record sheets are contained in a folder retained in the Crosston Room.

Letham Village Hall SMS Manual
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Defects Record and Actions Sheet
Date

Description

Letham Village Hall SMS Manual

Action Taken

Date
Closed
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Due to the physical size and format of this record sheet, it has been hard copy printed and placed
along with the hard copy of the SMS document and also separately to the PDF versions.
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4.3: Control of Asbestos
Asbestos use on a wide scale began in the mid 19th century, in ships, industrial premises, halls
etc. and many domestic premises. It was hailed as an excellent insulator for heating systems and
also for fire protection purposes. Fire blankets in kitchens etc. were also made from woven
asbestos. It was also mixed with cement to produce corrugated roofing for sheds and garages
and also on larger roofs.
In the early 1900’s, it was identified as being harmful to health linked with serious health issues
and was then classed as being a carcinogenic material. The first regulations covering the use and
handling of asbestos came into force in Britain in March 1932. Its use was therefore latterly
banned, and very strict controls required when working with or near existing asbestos
installations.
It should be noted that unless there is a risk of exposure to asbestos fibres, through either
maintenance or other works being undertaken, it is generally advised to leave it in place and if
necessary ‘sealing’ it with paint or other material to prevent the release of fibres.
If though, it is considered necessary to remove the material, it MUST only be undertaken by a
Health and Safety Executive approved licensed contractor, who will apply all the controls and
procedures necessary to prevent any risk to the health of both themselves and the general
public and dispose of the materials in the approved manner.
Types of Asbestos
There are 3 types of asbestos, each one used for specific purposes, but also having a greater or
lesser harmful effect.
White asbestos - Chrysotile - used as a woven fabric, corrugated cement roofing, brake and
clutch linings, fire panels, roof and wall tiles and panels.
Brown asbestos - Amosite- used as a fire retardent in insulating panels, insulating board and
roof/ceiling tiles and in gaskets in engines and high temperature industrial systems.
Blue asbestos - Crocidolite - used mainly for specialist purposes, such as the linings in steam
valves etc.
There is however, no indication of asbestos being used in the construction of the hall. Extensive
surveys undertaken in all areas of the hall, especially the roof space, has not identified any
materials which may be construed as being an asbestiform. In other areas there are no obvious
indications and in line with aforementioned guidance, there is no reason to remove or dismantle
the fabric of the hall in order to conduct more extensive and invasive surveys.
The following document is also included in a folder retained in the Crosston Room.

Letham Village Hall SMS Manual

P a g e | 24

Letham Village
Hall
Management of
Asbestos
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Address: Letham Village Hall, Auldbar Road, Letham, Angus.
Where

Product

Under-stage

Drummie Hall

How
much?

Surface
coating

Condition

ASBESTOS REGISTER
How easy
access?

Asbestos
type

Material
score

Priority
score

No indication of asbestos
being present at any location in
this area. All pipe lagging is of
recent, post asbestos era.

0

0

The walls are hardwall
plastered with no void apart
from the insulation filled cavity
wall.

0

0

The walls are hardwall
plastered with no void apart
from the insulation filled cavity
wall.

0

0

No Evidence of ACMs

The walls are hardwall
plastered with no void apart
from the insulation filled cavity
wall.

0

0

No Evidence of ACMs

The walls are hardwall
plastered with no void apart
from the insulation filled cavity
wall.

0

0

The structural walls are
hardwall plastered all round,
apart from that which forms the
partition for the small WC &
wash-hand basin cubicle. The
walls are sound, no holes and
no evidence of ACMs. This is
believed to have been
constructed post asbestos use
period.

0

0

No Evidence of ACMs

No Evidence of ACMs

No Evidence of ACMs
Drummie Hall
Corridor

No Evidence of ACMs
Drummie Hall (Large)
Toilet

Drummie Hall (Small)
Toilet

No Evidence of ACMs

Burnside Room
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Comment

Where

Product

How
much?

Surface
coating

Condition

How easy
access?

Asbestos
type

Comment

Material
score

Priority
score

0

0

The side walls of the stage are
stud partition, forming a
partition between stage and
corridor on the south side and
stage and exit ramp on the
north side. All surfaces are in
good, sound condition, with no
evidence or reason believe
that ACMs are present.

0

0

The walls are hardwall
plastered with no void apart
from the insulation filled cavity
wall. Lower levels of the inside
walls are covered in plywood
to protect the wall surfaces
from damage. No evidence of
ACMs found.

0

0

Smith Hall Cleaners
Cupboard

0

0

Smith Hall Table and
Chair Store

0

0

0

0

0

0

0

0

Front Lobby and
Corridor

0

0

Ladies, Gents and
Disabled Toilets

0

0

Auldbar Room

Stage Area

No Evidence of ACMs

Smith Hall

No Evidence of ACMs

Stan’s Bar Area

No Evidence of ACMs

These areas are of recently
built extensions, post 1980s.
Mainly hardwall plastered, but
some wall strapping at the
junctions of old and new .

Main Kitchen
Crosston Room
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Where

Product

How
much?

Surface
coating

Condition

How easy
access?

Asbestos
type

Comment

Material
score

Priority
score

0

0

This roof space was recently
insulated between the joists.
Previous inspections had
made no reports of ACMs
anywhere in the roof space

0

0

Pipework visible in the older pre 80s - part of the building is
lagged with Non-AC Materials.
Pipework in the front and south
side extensions is post
asbestos era

0

0

Ceiling Voids in later
extensions

Roof/Loft Space

Water and Central
Heating Pipe lagging

No Evidence of ACMs

Name: Geoff Bray________________________________

Date: ___14/01/17_

**See accompanying layout plan drawing for the location of these areas.**
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4.5: Fire Risk Assessment
An assessment of the risk of injury or damage to the hall as a result of fire, was carried out in
October 2014. In order to verify the result and to identify improvements, Fire & Rescue Scotland
were invited to attend the hall, and provide a professional opinion. Several minor actions were
identified, the main one pertaining to the Fire Detection System. Until 2015, the system consisted of
5 Manual Call Points (MCPs). In order to fully comply with the appropriate fire regulations, the
system was upgraded to a fully automatic detection and alarm system, retaining the 5 MCPs, but
with the addition of smoke and heat detection in the areas considered to be at risk.
The risk assessment has not been replicated in this manual, due to its nature and size, but is retained
as a working live document in the Crosston Room. A layout plan showing emergency equipment
and escape routes, is however appended.
Testing: The system is activated by manual test of call points and control panel by rotation on a
weekly basis, and the heat and smoke detection tested by contractor on an annual basis. Testing is
recorded in a combined system testing folder retained in the Crosston Room.
Fire Wardens: Additional to the system, there are Fire Warden Hi-Viz jackets retained in the
Crosston Room and the Burnside Room at the rear stage area. There is no strict rule regarding the
use of these, but would be of assistance at a large function to assist in the evacuation of persons and
be identifiable to the emergency services.
Demonstration: Wherever possible, for the benefit of hall hirers/users, a demonstration ‘test’ of the
system is provided and may be included as the weekly function test.
Evacuation Exercise: It is important, that hall users and in particular those who are regular users,
can recognise the sound of the alarm, be aware of the nearest/safest means of egress from the
premises and know where to muster in order to be accounted for.
Gas Appliances: There are 3 gas appliances in the hall. The cooker hob and the two domestic type

boilers for heating and hot water. All these appliances are tested annually, around July, by an
approved installer/tester.
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4.6: Emergency Lighting System
The emergency lighting system comprises units of the ‘non-maintained’ variety, that is units which
are illuminated only in the event of either failure of the power to the lighting circuits or total
power outage.
The units are located at each of the exit doors from the hall, with additional units located in
individual rooms where persons may be present at any time and in the Burnside Room to allow
illumination of the fire alarm system and the main electrical board. There is a secondary consumer
unit located in a store cupboard within the main kitchen, but is not provided with emergency
lighting. A plan of the hall included in the section on Fire Risk Assessment, illustrates the location
of the emergency lighting units.
The system is tested on a monthly basis, whereby a simulated power failure ensures that all the
emergency units are illuminated. In June and December, the tests are extended to one hour and
three hours respectively, in order to comply with fire regulations to ensure the units have
sufficient endurance.
Results and any comments/defects are logged in the safety systems test folder, retained in the
Crosston Room. Defects of an electrical nature are to be handed to the electrical contractor for
action.
The weekly test sheets are replicated on the following pages.
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4.7: Fire Alarm System & Testing
The system is tested on a weekly basis, to ensure that all Manual Call Points in rotation, function
correctly and that the alarm sounders in the Smith Hall and Drummie Hall are also activated and
clearly audible throughout the hall.
The automatic detectors are all checked annually by ‘Electroguard’, the specialist contractor who
upgraded the system in 2014.
The attached plan of the hall in the section on Fire Risk Assessment, illustrates the location of the
detectors, along with all other items of safety equipment etc.
The system is normally operated in the fully operable mode, where all call points and detectors
are live. There is really only one situation - apart from a system fault - where inhibits would be
applied and that is for plays, pantomimes or other entertainment where pyrotechnics or other
such effects may be used on stage. The procedure for applying and removing the inhibits, the
testing schedule and equipment layout plan are detailed on the following pages.
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Procedure for the Inhibiting of the Stage Smoke Detector
1. Place the RED ‘over-ride’ key in the keyhole and turn Anti-clockwise to the ‘I’ position. The
YELLOW ‘Accessed’ light of the panel will illuminate.
2. Press and hold “Button 3”, the ‘next option’ button for 3 seconds. The ‘general
disablement’ light will flash rapidly and ‘Zone 1’ will flash slowly.
3. Press ‘Next Option’ (DO NOT HOLD IN), until ‘Zone 4’ flashes slowly.
4. Press ‘Button 4’, ‘Enable/Disable’. Zone 4 will flash rapidly like the ‘General Disablement’
light.
5. Turn the RED Key to the ‘O’ position. Zone 4 light will remain on, with the ‘General
Disablement’ light. The RED Key may now be removed.

Procedure for the Removal of the Inhibit
1.
2.
3.
4.
5.
6.

Repeat Step 1 as above.
Repeat Step 2 as above.
Repeat Step 3 as above.
Press ‘Button 4’ to enable Zone 4 - i.e. light will flash at slow rate.
Turn RED Key to ‘0’ and remove key.
System now back to normal- fully armed mode. Only the GREEN ‘Supply Present’ light
should now be showing.

NOTE! At the end of every performance, the stage curtains must be
closed, to prevent the migration of any remaining smoke to other
zones, thus sounding an alarm.
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4.8: Fire Extinguisher Provision
Fire extinguishers of the appropriate type for the area they are located, are found near exits from
the hall and near to the relevant risk for that area. The type and location of all appliances, namely
water, dry powder, CO2 and fire blankets are included in the hall plan contained within the section
on Fire Risk Assessment.
The location of the appliances is checked weekly along with the physical checks of the hall.
Additionally, monthly checks are extended to checking that the appliances are in date, the
indicated stored pressure in the ‘green’ and the integrity seals are secure.
All extinguishers are maintained by specialist contractor - “Fire Fighting Equipment (Dundee) Ltd”
on an annual basis, normally in September each year.
Results of the checks are recorded in the safety systems folder retained in the Crosston Room.
A copy of the checks schedule is included on the following page.
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4.9: Manual Handling
In general, manual handling tasks in Letham Village Hall, are not considered to be of great or
significant risk to health. The main tasks involve the movement and setting out/removal of tables
and chairs.
Chairs are moved around the hall by means of a proprietary chair barrow, whilst the manual
carrying of chairs shall be restricted to no more than 4, provided the person lifting or carrying is of
sufficient physical ability.
Tables are carried or lifted singly, this being easily undertaken by one person.
There is one situation where there is a greater risk of injury and this concerns the movement of
materials from the under-stage area. Although the risk is somewhat reduced by the disposal of
most of the trestle tables from this storage area, which have in the past caused awkward handling,
but the main problem being the low headroom in much of the area, causing a few bumped heads
on the concrete support structure. Where materials are required to be moved from this location,
this should not be undertaken without the assistance of at least one other person, but preferably
two more, in order to receive and assist the materials through the access doors.
Any task requiring more than a comfortable lift or carry shall not be undertaken by one person
alone. An example would be setting up the hall for a wedding or similar function, where the
heavier round tables and upholstered chairs are to be used, a work party shall be formed in order
to share the workload and hence reduce the risk of typical manual handling injuries.
Should there be the unlikely need to undertake unusual or obviously hazardous handling events,
then an assessment shall be undertaken to ensure that efficacious controls are identified and
employed.
A sample blank assessment form and two assessments are included on the following pages.
Whatever task is being undertaken, no matter how trivial the task may appear, or the load be
light, the following points when practiced, will help to avoid the typical injuries associated with
manual handling.








Ensure the route for carrying the load is clear of trip hazards.
Before lifting, test the load by moving/rocking to identify centre of gravity and weight.
Ensure the load will not prevent vision of the carrying route.
When lifting, feet apart, bend the knees, keep the back straight and be prepared to stop
the lift.
Keep the load close to the body and above the hips.
If in any doubt about the risk of injury, ask for help from somebody else.
Rather than lift and carry, consider the use of a trolley or other mechanical means.

If an injury should occur, the Accident Book located in the kitchen shall be completed as a legal
requirement and for the committee to understand the circumstances and if necessary ensure
there are adequate precautions in place.

Letham Village Hall SMS Manual

P a g e | 42

MANUAL HANDLING ASSESSMENT
In accordance with the Manual Handling Operations Regulations 1992 Reg 4(1)(b)(I)
Operations for Assessment:
Location :

Date of Assessment :

Personnel involved:
Priority of Remedial Action

High

Medium

Assessors name:

Low

Nil

Date for Action Completion:

Signature:
Work Activity involving
Manual Handling

Is there a risk of
injury?

No

Yes

Is it reasonably
practicable to avoid
manual handling through
mechanisation or some
other means?
No

END

Yes

Make
Changes

Carry out manual handling assessment
Page 2

Determine measures to reduce risk of injury to the
lowest level reasonably practicable

Implement the measures
Record
Brief the outcome to those at risk

Ensure only competent capable
personnel are allowed to carry out
the activity
Letham Village Hall SMS Manual
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ASSESSMENT IN DETAIL IF REQUIRED
Consider these Questions
(If the answer to a question is “Yes” then place
A tick against it and consider the risk level)

Assess
Level of
Risk

State possible remedial action
Make rough notes in this column in preparation
for completing the

remedial actions on Page 3

Yes
Low Med High
Do the tasks involve ….

Holding loads away from the trunk
Twisting
Stooping
Reaching upwards
Large vertical movement
Long carrying distances
Continuous pushing / pulling
Unpredictable load movement
Repetitive handling
Insufficient rest or recovery
Process imposed work rate

Are the loads ….

Heavy
Bulky / unwieldy
Difficult to grasp
Unstable / unpredictable
Intrinsically harmful (e.g. hot / sharp)

Letham Village Hall SMS Manual

P a g e | 44

At worksite, are there ….

Constraints on posture
Poor floors
Variations in levels
Hot / cold / humid conditions
Strong air movement
Poor lighting / visibility
Obstacles to negotiate

Does the operation require ….

Require unusual capability
Hazard those with health problems
Hazard those who are pregnant
Require special training / information

Refer to the risk-rating table and identify controls in order to reduce the risk as low as reasonably
practicable.

Consult the guidelines to help reach a conclusion
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Manual Handling Risk rating Table

Risk Category
LOW

Guidance

May be acceptable: however review task to see if risk can be reduced
further.

MEDIUM

Task should only proceed with appropriate Management authorisation
after consultation with specialist personnel and assessment team.
Where possible, the task should be redefined to take account of the
hazards involved or the risks should be reduced further prior to task
commencement.

HIGH

Task must not proceed. It should be redefined or further control
measures put in place to reduce risk. The controls should be reassessed for adequacy prior to task commencement.

Proposed Control Measures
State proposed control measures to be taken to reduce the risk in order of
priority
A………………………………………………………………………………………………………

………………………………………………………………………………………………………...

B………………………………………………………………………………………………………

………………………………………………………………………………………………………...

C………………………………………………………………………………………………………

………………………………………………………………………………………………………...
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GUIDELINES FOR HANDLING ASSESSMENTS
What you should understand first.
Twisting
The assessment should be carried out by a competent
person who has received manual handling operations
assessment training. Assessments are based upon a range
of factors used to determine the risk of injury. Fully
assessing every manual handling operation may involve
wasted effort and may not be necessary. The guidelines act
as a filter, highlighting the areas where more detailed
assessments will be of benefit. No manual handling
operations should be regarded as safe. Handling should
always be avoided or made less demanding where possible

Individual capability
Even among fit and healthy people there is a wide range of
capability. The guidelines as illustrated will protect about
95% of men and between 50-66% of women. To protect
95% of women, reduce the guideline figures by 33%.
It is important to remember that the guideline figures ARE
NOT LIMITS. The figures may be exceeded where detailed
assessments indicate that it is safe to do so and an
employers duty is not breached. If guideline figures are
exceeded by more than a factor of two, even with fit, well
trained people working under favourable conditions, then
VERY close scrutiny must be paid

Guidelines for lifting and lowering
The illustration below assumes the load can be grasped
with both hands, in reasonable working conditions and with
a stable body position.
Hands may go through the box zones – the lower figure will
be used. If the lift goes outside the zone, a more detailed
assessment should be made.

If the handler’s shoulders twist during the operation, the
guideline figures should be reduced.
10% if the twist is 45 degrees to the heels
20% if the twist is through 90 degrees

Frequent lifting & lowering
The guideline figures are for infrequent operations of up to
30 times in an hour
Work pace is not forced and there is adequate pauses for
rest and recovery
Figures can be drastically reduced when the rate
increases

Carrying
Similar to those limits for lifting and lowering except
carrying would not be done at lower than knuckle height
Load held against the body and carried no further than
10m without resting. Longer distances reduce the
guideline figures.
Guideline figures could be exceeded where loads are
convenient to shoulder loading or similar practices.

Pushing & pulling
The following is for loads slid, rolled or supported on
wheels or rollers.
For starting and stopping, a force of about 25kg (250
newtons) is required to overcome inertia
For maintaining the load in motion a force of about 10kg
(100 newtons) is required
Force is assumed to be between knuckle and shoulder
height. Outside this, the guideline figures should be
reduced

Handling while seated
In an area bounded by the shoulder line, the pelvis, the
knuckles when the elbows are tucked into the sides and
the width of the shoulders, the guideline figure is 5kg.
Handling outside the box or significant twisting to the side
will require a more detailed assessment

Assessment extent
Where work entails manual handling covering a broad
range (i.e. work in stores or workshop) a representative
range of handling can be assessed and applied to the
whole job.The use of tools and implements in furtherance
of a task does NOT constitute manual handling when
used for the purpose for which they are intended.
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Risk assessments undertaken for Manual Handling Operations in the hall.
The following inserted pages are the assessments of risk and the precautions to be taken in order
to prevent injury, from the handling of the types of tables and chairs in use in the hall, and the risk
to health from manual handling or working under the stage.
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MANUAL HANDLING ASSESSMENT
In accordance with the Manual Handling Operations Regulations 1992 Reg 4(1)(b)(I)

Operations for Assessment: Movement and Stacking of Tables and Chairs

Location : Main Hall and Lesser Hall

Date of Assessment : 20/02/19

Personnel involved: Hall Keeper; Committee; Any person offering assistance

Priority of Remedial Action

High Medium

Low

Nil

Date for Action Completion:
30/03/19

Assessors name: Geoff Bray (H&S Advisor)

Letham Village Hall SMS Manual
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ASSESSMENT IN DETAIL IF REQUIRED
Assess
Level of

Consider these Questions
(If the answer to a question is “Yes”
then place A tick against it and
consider the risk level)

Risk

State possible remedial action
Make rough notes in this column in
preparation for completing the

remedial actions on Page 3

Yes Low Med High
Do the tasks involve ….

Holding loads away from the trunk
Twisting
Stooping
Reaching upwards





Large vertical movement





Long carrying distances



Limits placed on the number of chairs in a
stack.
Chair trolley to be used to move stacks



Continuous pushing / pulling
Unpredictable load movement
Repetitive handling
Insufficient rest or recovery
Process imposed work rate

Are the loads ….

Heavy
Bulky / unwieldy
Difficult to grasp
Unstable / unpredictable








As above








Intrinsically harmful (e.g. hot / sharp)
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At worksite, are there ….



Constraints on posture



Poor floors
Variations in levels
Hot / cold / humid conditions
Strong air movement
Poor lighting / visibility




Hazard those with health problems





Hazard those who are pregnant









Obstacles to negotiate

Does the operation require ….

Require unusual capability

Require special training / information

Fit/able persons only to be involved in the
movement/stacking of chairs.
Women, especially if pregnant, should not
involve themselves in these operations

Refer to the risk-rating table and identify controls in order to reduce the risk as low as reasonably
practicable.

Consult the guidelines to help reach a conclusion
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Proposed Control Measures
State proposed control measures to be taken to reduce the risk in order
of priority
A - Plastic chairs shall not be stacked more than 20 high. Steel framed dining chairs shall not
be stacked more than 12 high. Stacks to be close together in order to get plastic chairs and all
Go-Pak tables together against the wall.

B - Chair trolleys to be used for moving more than 4 chairs in a stack. This is to eliminate the
risk of muscle strain and prevent dragging across the hall floors.

C - Go-Pak tables to be stacked at slight angle to prevent slippage or unbalance. Large circular
dining tables to be stacked folded, preferably flat, but if not possible, then prevented from
topple.

D - Go-Pak tables may be carried or the legs located or folded and also be stacked by one
person, provided they feel comfortable to do so.

E - Circular dining tables shall only be carried by persons with the ability to do so.

F - Circular dining tables shall only be erected and ‘turned over’ by a minimum of 2 people.

G………………………………………………………………………………………………………

………………………………………………………………………………………………………..

H………………………………………………………………………………………………………

………………………………………………………………………………………………………..
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MANUAL HANDLING ASSESSMENT
In accordance with the Manual Handling Operations Regulations 1992 Reg 4(1)(b)(I)
Operations for Assessment: Manual Handling in Cellar below The Stage

Location : Cellar Beneath The Stage

Date of Assessment : 20/02/19

Personnel involved: Hall Keeper; Committee; Drama Group; Any person offering
assistance

Priority of Remedial Action

High

Medium

Low

Nil

Date for Action Completion:
30/03/19

Assessors name: Geoff Bray (H&S Advisor)
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ASSESSMENT IN DETAIL IF REQUIRED
Consider these Questions
(If the answer to a question is “Yes” then
Place A tick against it and consider the
risk level)
Yes

Assess
Level of

State possible remedial action
Make rough notes in this column in
preparation for completing the

Risk

remedial actions on Page 3

Low Med High

Do the tasks involve ….

Holding loads away from the trunk





Twisting





Stooping





Reaching upwards
Large vertical movement



Due to the concrete beam structures
supporting the stage, it is all too easy
to suffer heads striking the beams.
Head wear is recommended to
mitigate bumps to the head. Gloves
to be worn as a precaution for
sharp/ragged items.

Long carrying distances
Continuous pushing / pulling

Movement around the area is
hampered by reduced head-room to
the North side.



Unpredictable load movement
Repetitive handling
Insufficient rest or recovery

Due to the restricted head-room, any
movement of large, unwieldy of heavy
items, effort is amplified.

Process imposed work rate

Two or more people should be
working the task/sharing the load.
Are the loads ….

Heavy
Bulky / unwieldy
Difficult to grasp









As above



Unstable / unpredictable
Intrinsically harmful (e.g. hot / sharp)

At worksite, are there ….
Letham Village Hall SMS Manual
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Constraints on posture





Poor floors

Fit/able persons only to be involved in
the movement of items, especially of
banquet tables under stage.

Variations in levels
Hot / cold / humid conditions
Strong air movement
Poor lighting / visibility


Obstacles to negotiate



Does the operation require ….

Require unusual capability
Hazard those with health problems
Hazard those who are pregnant





Require special training / information





Women, especially if pregnant,
should not involve themselves in
these operations.
Persons not familiar with working in
this area to be properly briefed.

Refer to the risk-rating table and identify controls in order to reduce the risk as low as reasonably
practicable.

Consult the guidelines to help reach a conclusion
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Proposed Control Measures
State proposed control measures to be taken to reduce the risk in
order of priority
A - Head wear is recommended to mitigate bumps to the head. Gloves to be worn as a
precaution for sharp/ragged items.

B - Two or more people should be working the task/sharing the load.

C - Women, especially if pregnant, should avoid those operations where awkward body
positions are likely.

D - Persons not familiar with working in this area to be properly briefed/supervised.
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4.10: Control of Legionella
The risk of infection from the legionella bacteria is considered to be low. However, there could be
circumstances where there is increased risk of bacteria presence and growth in the domestic
water systems, namely in Summer, whereby the cold water pipes in the loft area, especially during
periods of low water usage, could be heated due to the increased temperature as a result of hot
weather raising the ambient temperature of the loft.
Because of the possibly serious consequences on the health of any person in contact with
legionella bacteria, through the simple act of running water from contaminated pipework, a risk
assessment has been undertaken and a procedure devised to ensure that all practicable
precautions may be undertaken to prevent the growth of the bacteria in any of the domestic
water systems. The check sheet for this is retained in a dedicated folder retained in the Crosston
Room. The assessment and weekly checks document are replicated here.
The internal condition of the header tank is inspected on an annual basis and when necessary any
sediment deposits are removed by the use of a siphon device and hose pipe into the sink in the
Burnside Room.
The document and attachments, which deal with the issues concerned with and the control of the
legionella bacteria are replicated on the following pages.
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Control of The Risk of The Formation and
Exposure to The Legionella Bacteria In
Letham Village Hall
Introduction
This guidance is for dutyholders, which includes employers, those in control of premises and those
with health and safety responsibilities for others, to help them comply with their legal duties. These
include identifying and assessing sources of risk, preparing a scheme to prevent or control risk,
implementing, managing and monitoring precautions, keeping records of precautions and
appointing a manager responsible for others. The guidance gives practical advice on the legal
requirements of the Health and Safety at Work etc Act 1974, the Control of Substances Hazardous
to Health Regulations 2002 concerning the risk from exposure to Legionella and guidance on
compliance with the relevant parts of the Management of Health and Safety at Work Regulations
1999.
This document is provided as guidance to the elected members, committee and Trustees, as the
dutyholders for the Village Hall, where man-made water systems are used that could be a potential
source for legionella bacteria growth. It is based on freely available information published by the
Health and Safety Executive, to help understand the health risks associated with legionella. The
information provided in the HSE document, “Legionnaires’ disease: The control of legionella
bacteria in water systems”, provides further details about how to manage and control the risks in
our systems and also forms the basis for this guidance document.
In line with health and safety regulations compliance in general, Letham Village Hall is required to
ensure the risk of legionella development is ‘As Low as Reasonably Practicable’.

System Description
The Potable Water System in Letham Village Hall, is very similar to the domestic systems that are
to be found in most modern dwelling houses.
Changes were made to the system in Letham Village Hall in the latter part of 2016, to provide a
more immediate supply of hot water to the taps in the main kitchen and the ladies and gents toilets
in the Hall front lobby. Also, to provide a more efficient means of heating the areas including the
main kitchen, Committee Room, lobby area and the ladies and gents toilets. This was achieved by
the provision of a condensing combi- boiler located in the main kitchen.
The Lesser Hall and Stage Area, the rear lobby, upper kitchen, upper toilets and dressing room, use
the original system located in the dressing room. This comprises a condensing boiler, which
circulates the water it heats, to in-turn heat the radiators in these areas and heat the calorifier (hot
water cylinder), located in the cupboard in the dressing room, above and to the right of the boiler.
The calorifier provides a stored volume of hot water for use at the taps in the toilets and the upper
kitchen, when the boiler is running.
Several years ago, a solar heated system had been fitted, with the intention that continuous running
of the system would provide the base heating for hot water in the calorifier. This was not very
efficient, in that during the months of best advantage from the sun, the hall was not in regular use.
When the hall use was at its greatest i.e. in Autumn and Winter, there was very little advantage to
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be gained from solar energy. A leak of the primary fluid was identified in 2015, and the system
isolated both mechanically and electrically. Investigation was carried out to identify if the system
should be reinstated, but it was deemed not economically viable, due to material, manpower and
running costs. It remains isolated in the dressing room west wall.
A schematic drawing of a typical gravity fed system is provided in App 1. This is not identical to
the system in the hall, but provides a typical example of that fitted in the hall. Simple layout
drawings of how the systems in the village hall supply the various services is provided as App 2.
Gravity fed systems are generally installed in older domestic dwellings and small buildings. Cold
water enters the building from a rising main and is stored in a cold water tank. The cold water tank
provides backflow protection to the mains supply and a stable pressure and reserve in the system for
hygiene purposes, if the mains pressure fails or demand exceeds the capacity of the mains supply.
Cold water from the tank is fed to the calorifier (hot water cylinder) where it is heated and drawn
via pipes that branch to sinks, washbasins, baths, showers etc. In contrast to recirculating systems,
the water only flows when it is being used and is usually allowed to become cool in the pipes after
use. The regulations required that only the kitchen cold tap be fed direct from the main supply.
Other cold taps could be fed from the tank.
The closed system utilising a combi-boiler, eliminates the need for a header tank for either potable
hot water production or for the central heating. This does not however allow storage capacity,
which in a private domestic case is not so much an issue compared to a facility which provides a
public or community service.
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Description of Systems Layout in The Hall
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Gravity Fed System
The older part of the system comprises the following main items and provides a supply of
water to the following services:
Services  a supply of cold water to all* WC cisterns;
 a supply of cold water to wash-hand basins in all toilets**;
 a supply of water to be heated in the calorifier to serve hot taps in  Upper Kitchen
 Stage side toilet
 Rear lobby toilet
* - Regulations require that premises such as the Hall, shall have a sufficient storage capacity
for 24 hours, in the event that the supply to the hall is interrupted for whatever reason, for
hygiene purposes. Therefore all WC cisterns in the West end are served by the header tank.
** - This includes the toilets in the main lobby, where other supplies are provided by the new
combi boiler, in line with the above note. It should be noted that water from the taps in the
toilets is not guaranteed to be of the required standard for drinking, as it is supplied from the
header tank. For this reason, Cold taps in the toilets should be marked as ‘Not Drinking
Water’.
Components
Stop Tap - this valve isolates the incoming supply from all components and services and is
situated under the sink units in the main kitchen. In the event of a leak on direct mains fed
items, shutting this valve will isolate the leak.
Fresh Water Header tank - this tank situated in the roof space above the Dressing Room, is
in fact 3 similar sized tanks, connected in series side by side. They hold a volume of water
calculated to be sufficient to provide hygiene services for a minimum 24 hours. A ‘ball-cock’
float valve admits water into the first of the tanks, with water being drawn off from the side of
the third tank. The tanks are connected together to allow settling of any material introduced
in the water from the mains. The tanks are vented to atmosphere by means of a small wire
mesh screen and a similar type of screen is fitted to the tank overflow, to prevent insect
ingress. There are 2 ‘draw-off’ connections, both being provided with stop valves to provide
isolation for maintenance and in the event of a leak being found. One of these points provides
cold water to WCs and cold taps in toilet areas as above under services. The other provides a
feed to the calorifier to be heated to provide hot water at the locations listed in services above.
The tanks are insulated on the sides and tops with ‘jackets’ and the lids are sealed tight, with 2
small inspection/maintenance hatches at each end of each tank.
Calorifier - usually known as the ‘hot water cylinder’, this is the device where heat transfer
from the boiler to the water at the hot taps take place. It is an ‘indirect cylinder’, which means
that the heating medium is not the same as the water being heated. There are several
connections on the calorifier, 2 for the heating medium, 2 for the water from the header tank
and into the system. Expansion of water in the system due to temperature rise, is catered for
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by an overflow and goose-neck back into the header tank. There are additional connections
for the solar heating medium, which has been isolated as its use was not economical, in line
with the way the hall operates.
The Boiler - this heats the water by the use of gas fuel in a vented circuit which imparts heat
to the water in the calorifier for use at the hot taps and also provides the hot water for the
radiators of the heating system in the stage and lesser hall areas, westward from the stage.
The boiler circulating systems are of the open vented type, with an overflow and goose-neck
going back to its own small header tank. The heating medium is usually treated with a
corrosion inhibitor, to protect boiler, pipework and the radiators. Because this is a
‘condensing’ boiler, where the exhaust is used to pre-heat the heating medium returning to
the boiler, there is either a small condensate pump fitted to remove the condensed moisture
which is a product of combustion, or is removed via gravity into the domestic drain in either
case.
Circulating Pumps - There are 2 pumps in the system, along with their associated motor
operated isolation valves. These operate as required by the programmer and the thermostats,
one of which is situated on the wall of the calorifier and the other in the passageway at the
side of the stage area. These pumps and valves operate as required by the set temperatures
and programme times.

Combi-Boiler System
This system was fitted in the last quarter of 2016, as a more rapid and efficient means of
providing hot water and heating to the east end of the hall.
Services
 Provides hot water for the taps in the main kitchen and the ladies, gents and disabled
toilets.
 Provides the radiators in the East end of the hall with hot water.
Components
Apart from the radiators, there is really only one component - the boiler.
A combi or combination boiler, is a compact device which heats both the water for the
radiators and fresh water for the hot taps. It must be noted that both of these are separated
and do not mix. A circulating pump is also contained within the boiler casing, as is an
expansion vessel, thus removing the need for overflow pipes, the boiler is however, protected
from over-pressure by means of a relief valve which would normally vent on the outside of
the building. Because this is a ‘condensing’ combi-boiler, where the exhaust is used to preheat the heating medium returning to the boiler, there may be a small condensate pump fitted
to remove the condensed moisture which is a product of combustion. The condensate may
however, drain by gravity, depending on the boiler situation.

What is Legionella and Legionnaires Disease
Legionellosis is the collective name given to the pneumonia-like illness caused by legionella
bacteria. This includes the most serious legionnaires’ disease, as well as the similar but less
serious conditions of Pontiac fever and Lochgoilhead fever.
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Legionnaires’ disease is a potentially fatal form of pneumonia and anyone could be
susceptible to infection. However, some people are at higher risk, including:
■ people over 45 years of age;
■ smokers and heavy drinkers;
■ people suffering from chronic respiratory or kidney disease; and,
■ anyone with an impaired immune system.

Where are legionella bacteria found?
The bacterium Legionella pneumophilia and related bacteria are common in natural water
sources such as rivers, lakes and reservoirs, but usually in low numbers. Since legionella
bacteria are widespread in the environment, they may also contaminate and grow in purposebuilt water systems such as cooling towers, evaporative condensers, hot and cold water
systems and whirlpool spas.

Are there any legionella risks in the Village Hall?
Any water system that has the right environmental conditions could potentially be a source
for legionella bacteria growth. There is a reasonably foreseeable legionella risk in the water
system if:
1.
2.
3.
4.
5.

water is stored or re-circulated as part of the system;
the water temperature in all or some part of the system is between 20–45 °C;
there are sources of nutrients such as rust, sludge, scale and organic matters;
the conditions are likely to encourage bacteria to multiply;
it is possible for water droplets to be produced and, if so, if they can be dispersed over
a wide area, e.g. showers and aerosols from cooling towers;
6. it is likely that any person is more susceptible to infection due to age, illness, a
weakened immune system etc and whether they could be exposed to any contaminated
water droplets.
7. The most common places where legionella can be found include purpose-built water
systems, cooling towers, evaporative condensers, hot and cold water systems and spa
pools. There are also a number of other systems that may pose a risk to exposure to
legionella, e.g. humidifiers, air washers, emergency showers, indoor ornamental
fountains etc.
It should however be noted, that in the cases stated above, most do not apply to Letham
Village Hall, the overall risk will therefore be very low, but only basic and sensible controls
will reduce the residual risk and ensure no occurrence of legionella bacteria.

What are the risks likely to be for Letham Village Hall?
It has been identified, that the most likely sources of legionella development, would be from 3
sources:
1. Cold water storage tank located in the loft space above the stage area. Because
potable water from the mains can contain small amounts of debris such as rust, sand
etc. This can build up in the tank as the water settles. Also, if there is no lid properly
fitted to the tank, dust, vermin and birds etc. could enter the tank. Also, as the tank is
situated in the roof space, solar energy can heat the water to within the bacteria
development range of 20 to 45 degrees C.
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2. The hot and cold potable water pipes within the village hall. There is a possibility
that at certain times of the year, when there is infrequent use of the hall facilities, that
water could become stagnant within the pipework. This is also compounded where it
could be possible for ambient temperatures within the hall, to sufficiently heat this
stagnant water, allowing the water temperature to be maintained in the range of
bacteria development i.e. 20 to 45 degrees C.
3. The calorifier in the dressing room and its associated potable water pipes. The
risk here is similar to those found in 1 & 2 above.

What are the next steps in controlling the above risks?
As in the general management of health and safety, a risk assessment is carried out. In
principle the process is:
1.
2.
3.
4.
5.

Identify the possible hazards,
Establish what the likely risk from the hazards is,
Identify possible controls. These should be sensible, achievable and cost effective,
Establish the efficacy of the controls and identify the residual risk,
Review and audit the overall assessment on a regular basis to ensure the controls are
in place and working, but also still relevant.

A simple risk assessment is provided, based on audit checklists and resulting from the
identified risks and the layout of the systems fitted. The required controls, a schedule of
actions has been raised to ensure the continued use of the controls and inspections is carried
out. In line with other hall procedures, the report sheets should be countersigned by an
elected member on a regular basis, as shown on the report sheet.

Roles and Responsibilities
Historically, it has not been identified or evidence noted of any problem involving the
legionella bacteria, the risk could be deemed to be negligible. That does not mean however,
that sensible and simple precautions should not be taken, if only for hygiene and general
health purposes. Prevention being better then cure!
In order to ensure that identified controls are in place and followed, the following
responsibilities are allocated:
Hall Committee Chair/Vice Chair  To provide a letter of appointment of Health and Safety Advisor, if not a committee
member.
 Be aware of the checks and procedures that have been identified and put in place.
 Ensure that all checks and works on the potable water systems have been carried out
and signed off at least on a monthly basis.
Health and Safety Advisor  Undertake a full survey of the identified systems and items of equipment, as per the
checklists 1 & 3.
 Undertake flushing and cleaning as necessary of those systems and items of
equipment. Initiate any remedial work that may be deemed necessary.
 Carry out a risk assessment on the systems and equipment, in line with the checklists
and guidance notes.
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Produce a written scheme as part of this document.
Incorporate a line diagram depicting the 2 systems as presently fitted.
Incorporate a schedule of works to ensure the systems are maintained in a proper
manner.

Hall Keeper -



To assist the H&S Advisor in the execution of tasks and in carrying out the weekly,
monthly and annual checks and work as necessary on the systems and equipment.

The Controls
The controls are derived from the various information leaflets and booklets available from the
Health and Safety Executive. References are provided at the back of this document.

Audit and Risk Assessment
These checklists are for the health and safety responsible person to use, to audit
arrangements in premises, to control legionella in water systems. They audit the risk
assessment process and take the responsible person through the recommended measures in
the Approved Code of Practice and guidance. There are three checklists comprising the risk
assessment, but for Letham Village Hall only Checklists 1 and 3 are used, as Checklist 2 refers
to water cooling towers:
Checklist 1: The risk assessment
Checklist 3: Hot and cold water services

Audit Introduction
These checklists are designed to help the responsible person, audit the arrangements in
place to control legionella in the water systems in your premises. This is a check on your
knowledge of the system. It also checks the knowledge of those who play a role in controlling
the risks from the system, for example water treatment contractors. There would be no value
in asking a third party to complete this audit. As the responsible person, you should have been
appointed because you have ‘sufficient authority, competence and knowledge’ of the systems
in your workplace.1
The checklists are not risk assessments. They have been prepared on the basis that we have
already identified a risk system(s) in your workplace and that you need to put in place (or
review) measures to prevent or control the risks from exposure to legionella bacteria.
However, the first checklist addresses a number of issues relating to the risk assessment, so
you can audit the assessment process itself.
The system checklist 3, covers hot and cold water services, take you through the
recommended measures in the Approved Code of Practice (ACOP) and guidance1 on
controlling legionella bacteria in water systems. These allow you to audit the arrangements
you have in place or intend to put in place. A negative answer to any of the questions indicates
that you need to review the arrangements you have in place.
The checklists do not give guidance on how to achieve control, you should consult the ACOP
and guidance1 for detail on control measures and how they are put in place and monitored.
Using the system checklists requires you to carry out both a physical inspection of the system
as well as examining the management procedures and paperwork in place. You also need to
talk to those who may have responsibilities for any aspects of the control regime.
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The checklist only covers the one main risk system. You will also need to assess whether there
are other sources of risk in your workplace and put in place appropriate control measures. A
full risk assessment, identifying the uncontrolled risks, the required controls and the residual
risk, is included following the audit checklists.

Audit of Hot and Cold Potable Water
Systems in Letham Village Hall
Name of Auditor Geoff Bray - H&S Advisor - Non-associated committee member
Date of Audit
10/01/17
Date of Review (See Checklist 1 Note 2) 01/2018

List of Actions Required

Date Completed

Letter of appointment of designated health and safety advisor to be raised.
Consider the appointment of a deputy H&S Advisor.
Roles and responsibilities of person to be written into the control document.
Appropriate training to be provided to those with responsibilities.
The control document to form the written scheme.
Draw up a Plan showing the layout of the systems & contained equipment.
Full Inspection/survey to be carried out on cold water header tank.
Full Inspection/survey of the calorifier to be carried out. (Further work Summer)
Monitoring of water temperatures to be included in the written scheme.
Written scheme to include all items identified in the Risk Assessment checklists.
Risk Assessment to identify also any shortfalls in the checklist content status.

Not Required
Not Required
11/01/17
Review
ongoing
11/01/17
10/01/17
10/01/17
10/01/17
11/01/17
11/01/17
10/01/17

Systems Maintenance Schedule
A schedule of system maintenance has been drawn up to include tasks to be carried out on a
weekly, monthly and annual basis. This has been drawn up in association with the risk
assessment findings, the checklists 1 & 3, and the general guidance to be found in the
information and guidance leaflets published by the Health and Safety Executive.
It should be noted that the risks of legionella arising from the systems and equipment is low,
but the fact that parts of the hot water systems are prone to little use, not regularly reaching
the minimum required temperature, or not fully allowing a flushing effect of the systems
when in use, could under extreme circumstances lead to the legionella bacteria developing,
becoming airborne, thus possibly being inhaled by persons in the vicinity and becoming ill.

References
The following documents published by the Health and Safety Executive have been utilised, to
provide information to all committee members and the Hall Keeper and ensure that
reasonable care of the potable water systems can be undertaken.
hsg274 Part 2 Control of legionella in Hot & Cold Water Systems
INDG 458 Legionnaires Disease - A Brief Guide for Duty Holders
Control of legionella bacteria in water systems: Audit checklists (published 2003).
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The risk assessment and the control procedures schedule are attached below. Please note that
colours used in the original schedule are not as distinct in the copy shown. PDF copies of the SMS
Manual are included separately due to size and format.
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4.11 Hygiene
Kitchens: Kitchen areas, especially the main kitchen, are cleaned before being used by a hirer,
when they have specified that they shall use that facility, but also on a weekly basis by the hall
keeper. It is expected that hirers/users respect the facility and leave it in a clean and tidy condition
that it was found in.
The mops etc. supplied for cleaning the floors in the kitchens and other areas, excluding the
toilets, are of a green colour and are not to be used under any circumstances in toilets or the
immediate areas external to the toilets.
Mops etc for use in the toilet areas are red coloured, and shall not be used for cleaning other
areas, apart from areas immediately outside the toilets, where it may be more appropriate to use
the green coloured items.
Refrigerators may be used by those requiring to store food or drinks. It must be noted that food
should not be retained for extended periods, thereby allowing food or drinks to exceed the USE BY
date. Also, if items left in the refrigerator or freezer sections are not to be used within the
immediate future, they shall also be removed, in order to preclude other groups or hirers the use
of such storage space. The Hall Hall Committee reserve the right to remove and dispose of such
items, unless notified by the owner that consumption of the items is imminent. Food and drink
items found to be beyond use by date shall be removed by the hall committee.
The fridge/freezer door must be kept shut in order to prevent ice build-up. If access to the freezer
compartments is restricted due to ice, or for any other reason, it shall be defrosted, by allowing
ambient air to naturally melt the ice. Under no circumstances are knives or other implements
which may cause damage to the freezer or injury to the user to be employed.
If for some reason the fridge or fridge/freezer is purposely switched off, then the doors shall be
held open by some means, in order to prevent staleness and odours.
Toilets: The toilets are cleaned and checked by the hall keeper on a weekly basis and also
immediately prior to and after a hire, depending on the nature of that hire. The mops etc used for
the toilet areas are red in colour and shall not be used for other areas especially the kitchens.
Adequate supply of toilet paper and paper hand towels etc. is attended to by the hall keeper.
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4.12 Environment
Waste Materials:
All waste is to be disposed of in accordance with the requirements set by Angus Council, as not all
local authorities in Scotland or wider, operate to the same requirements.
There is a sufficiency of bins for general waste and recyclable materials within the hall premises,
these being clearly marked for each purpose. Whenever possible, these bins should be emptied
into the council bins located in the south car park, and not to rely on the hall keeper, as there may
be a further event taking place prior to hall keeper attendance.
It is of paramount importance that the correct materials are deposited in the bins to be emptied
by Angus Council, as ‘contaminated’ waste could be refused for collection, or a whole delivery
refused by the recycling contractor, at the Council’s expense.

Car Parking Area:
The South Side car park has been tarmac surfaced, due to the previous broken and rough state,
which held a risk of trips and falls. Although this is excellent in dry or wet weather, there exists a
risk in winter of snow and/or ice creating slippery conditions. Although steps at the front and back
entrances and ramps leading up to the front door are cleared and salted for safe access and
egress, it may not be possible to fully clear or grit/salt the car park area, due to sheer size. All
efforts where possible, will be made to clear the car park area, subject to the current prevailing
weather conditions. If possible, we would attempt to have the area cleared by a tractor mounted
snowplough, or smaller pavement clearing machine but this is not guaranteed.
Should our efforts be unsuccessful for whatever reason, and the surface condition is such that a
risk of injury or property damage exists, the hall committee reserves the right to close the car
park. In this instance, the hall committee will attempt to contact the hall and facilities hirer, to
advise of this decision, but any decision to go ahead with the event will be for the hirer to decide
and not the hall committee.
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4.13 HALL OCCUPANCY CALCULATIONS
Limits are applied to the maximum permitted occupancy levels for the hall as a whole and for the
separate areas within, which could be used for meetings and other hall activities. In order to
determine the maximum permitted numbers, a formula is employed which takes account of floor
area, the number and size of permissible emergency exits and whether persons are standing,
seated or seated at tables. The formula uses constants, which are the industry accepted ‘norms’
for such situations, derived empirically and by experience.
When taking into account the emergency exits, a ‘worst case scenario’ is employed in order to
deduce a more realistic figure, erring on the side of safety.

A layout plan of the hall is provided after the calculations sheet, to show the suggested occupancy
numbers for each of the various areas.
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Calculations for Attendance Capacity of
Letham Village Hall
There are 2 calculations to be made, rate of egress through available fire exits and floor area
available. The latter will depend on whether it is all seated, seated at tables or standing with a
few chairs and small tables. The lower figure from these calculations is the one to be used in
determining the hall capacity for that event.

Fire Exit Egress
Total number of fire exits and door widths. Door from Crosston Room not included.
1@ 2.0m Front Doors
1@ 0.8m Back Door
1@ 1.1m Side Door
Less the largest @ 2.0 Therefore total width = 1.9 m
Egress rate = 1.9/0.8(width smallest door) x 40per minute x 2.5 minutes max. exit time
Therefore hall capacity for door availability = 1.9 / .8 x 40 x 2.5 = 240 max allowable

Floor Space Capacity
Floor area/usable space : Smith Hall = 175m2; Drummie Hall = 65m2; Total Area = 240m2
Calculated by total floor area / area per person, per the following arrangements:
(Standing only = 0.5; Seated/Standing = 1; Banquet = 1.5)
Banquet seating
Capacity = 240m2/ 1.5 = 160 Max. Capacity
Seated/Standing (minimal seating around the sides)
Capacity = 240m2 / 1 = 240 Max. Capacity
Standing (minimum tables/chairs)
Capacity = 240m2 / 0.5 = 480 Max. Capacity
As the lower of the figures calculated between egress rate and floor capacity is the figure to be
used, the maximum capacity for the intended arrangement is :Banquet layout 160 people Max.
Standing with some seating around the sides 240 people Max.
Standing only 240 people Max.
In general then, the maximum capacity of the hall is 240 with the minimum of
tables/chairs and 160 in a Banquet arrangement.
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4.14 General Data Protection Regulations

LETHAM VILLAGE HALL WEBSITE
GENERAL DATA PROTECTION REGULATIONS (GPDR)
POLICY & WEBSITE TERMS AND CONDITIONS
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Does GDPR affect you and your webpage? ............................................................................................. 76
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Website Compliance ................................................................................................................................ 76
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Terms and Conditions for using the Letham Village Hall Website .......................................................... 78
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What is GDPR?
GDPR (which came into effect on 25 May 2018) was created to unify the personal data protection
rules across the EU, and must be followed by all companies, businesses or other entities that collect
personal data in some way. For these entities, the GDPR will introduce many additional rules that
will affect many areas of the data management process, such as the collection and storage of data
processing documentation, monitoring of potential personal data breaches, and involving a
supervisory authority in matters such as, for example, the aforementioned data breaches.
The GDPR's main purpose is to enhance the protections that EU citizens have when their data is
used and collected, and afford them new rights such as the right to transfer their personal data, or to
be forgotten; that is, to have their personal data removed from a system when the law no longer
requires its retention. With all of these new regulations comes enforcement, and in order for
companies to protect themselves potential multi-million euro fines , it is important that they ensure
that they protect any collected personal data as effectively as they can.

Does GDPR affect you and your webpage?
Whether you are operating a large online store, news portal or just a small personal blog, if you
process any kind of data taken from the users who visit your site, then you will be subject to the
new regulations. This also applies if you do not collect personal data yourself, but utilise third-party
services for this purpose.
If you have or use any of the following items on your website, then it will be worth doublechecking that you meet the requirements of the GDPR before the May deadline:
1
2
3
4
5
6
7
8

Your website collects data on visitors, such as via Google analytics.
Your site has a registration form.
You have e-commerce functionality on your site; that is, you collect information in order to
process payments, orders etc...
You have a newsletter sign-up form.
You include social media links on your pages e.g. Facebook, Twitter etc...
You use a comments system for your articles, such as Disqus.
Your site has scripts that use cookies.
You have a contact form for users to get in touch.

Website Compliance Audit
In order to ensure that the Letham Village Hall Website complied with the GDPR, an audit was
conducted of the website and the booking system. The following areas were identified as falling
within the scope of the GDPR:
1. A Cookie is used to display the last time a user visited the website.
2. Google Analytics is used to collect data to monitor the website usage and improve its
functionality.
3. Details of events and groups are displayed on the public facing calendar.
4. The Hall Booking Form collects data required to process booking of the hall.
5. The site has a Contact Us form which collects data from a user wishing to send a
message to the Village Hall administration secretary.

Website Compliance
In order to make the website compliant, a banner asking the visitor to consent to the website Cookie
Policy was added. The banner also notifies visitors how to reject and remove cookies if they so
wish. If the visitor clicks to consent to cookies, the message is not displayed on that device for that
user again. The GDPR Policy, along with other Terms and Conditions are now on the websites
Downloads page.
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The cookie used to calculate a users last visit to the site places a small text file with the date and
time of the last visit to the site on the users device. On subsequent visits to the website, this file is
then compared to the time and date of the latest visit and the last visit details are displayed. No
personally identifiable data is stored during this process.
Google Analytics is used by the webmaster to provide website statistics to the Village Hall
Committee on a bi-annual basis. The data collected is also used to improve the visitors experience
by identifying trends and modifying the site to respond to these trends. The data is processed by
Google who are listed as GDPR compliant.
The public facing calendar which shows existing bookings for the Village Hall on occasions shows
the details of groups and individuals. The Booking Form will be changed to inform anyone
booking the Hall that they explicitly consent to their data being processed and stored to facilitate the
booking of the hall. Incorrect data or data that is no longer required for the function of booking the
hall will be removed from the system. The user also has the right to have their data removed at any
time. Google provides the Calendar used to show the bookings and again Google are listed as
GDPR compliant.
The ‘Contact Us’ enquiry form uses Google Gmail to power the email system to process this email.
Again Google is listed as GDPR complaint.
Bookings made via the Hall Booking form are processed by Google and the data is held on a single
Google Spread Sheet. The records are held compliant to Article 30 of GDPR. The minimum
amount of data is held for each booking request and will be stored a period of one year from the
date of the booking. The Secretary of the Village Hall is the Data Processor for the purposes of the
GDPR and is designated contact regarding all record keeping. No details of minors or special
categories of sensitive data are kept.
The Website also has a link to the LethamVillage Hall Facebook site. The link allows the user to
move to the Facebook site only. Facebook is classed as a ‘third party data processor’ and has stated
they will ensure that their services align with the GDPR. The GDPR policy for Facebook is outside
the scope of this document.

The right to be forgotten
A user may, on request, demand that any and all information regarding them, stored on the website,
calendar or booking system be removed. Data may not be deactivated or hidden and must be
deleted entirely.

Privacy Policy
In order to update and maintain the Village Hall website, the site webmaster has access to all the
data contained on and processed by the website. The Village Hall Bookings and Calendar data is
processed by the Village Hall Booking Secretary who can be contacted at :lethamvillagehall@gmail.com
The data is stored on a single Google Spread Sheet which can only be accessed by the Secretary or
Webmaster using a password protected Google account. All other correspondence and
administration documentation is also stored within this account. All email is processed by the
Gmail system, again with only the webmaster and Secretary having access to this account. Data is
not passed to any third party for any reason.
Any information that we collect about you is normally stored electronically. It may also be printed
and stored in a paper filing system, which is secured by the Secretary. Personal details collected for
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the purpose of processing bookings are retained for one year. After this, all personal information
is deleted.
We will keep your personal information confidential except to the extent that we are compelled to
disclose it by law (for example where fraud or other crime is involved) or to comply with an
instruction of a regulatory body of competent jurisdiction.
To comply with the Data Protection Act 1998 we adhere to strict technical and organisational
security procedures. The personal information that we hold will be held securely to ensure no
unauthorised disclosure or access takes place.

Terms and Conditions for using the Letham Village Hall Website
The Letham Village Hall Website (hereafter known as the website) has made every effort to ensure
the accuracy and suitability of the information contained in the documents and related graphics
published on this website. Your use of this website is subject to your acceptance of the following
terms and conditions of use:
We will not be responsible for any loss from the use of, or reliance on this information. In no event
will we be liable for any special, indirect or consequential damages of any kind, that may result
from use of the website as a consequence of any inaccuracies in, or any omissions from, the
information which it may contain.
All documents and related graphics are provided 'as is' without any warranty of any kind, either
expressed or implied. We hereby disclaim all warranties and conditions with regard to this
information. You should not assume that the information displayed is error-free or that it will be
suitable for the particular purpose that you have in mind when using it.
It is our policy to obtain permission to link to other websites. We are not responsible for the content
or reliability of the linked websites, and we do not necessarily endorse the views expressed within
them. Listing should not be taken as an endorsement of any kind. We cannot guarantee that these
links will work all of the time and we have no control over the availability of linked pages.
We give no warranty regarding the ownership of any intellectual property either in the contents of
this website or in any other sites with which we may be linked.
We make every effort to check and test material at all stages of production. We cannot accept any
responsibility for any loss, disruption or damage to your data or your computer system which may
occur whilst using material derived from this website.

How to contact us
For any questions or concerns relating to this Privacy Policy or our data protection practices, or to
make a Subject Access Request, please contact us in one of these ways:
By email:
By letter:
By phone:

lethamvillagehall@gmail.com
Letham Village Hall, Auldbar Road, Letham, Forfar, Angus. DD8 2PD
07518267291
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