
	HALL RISK ASSESSMENT Surlingham Parish Council

	Health, Safety and Environmental
	

	
	
	



	SECTION 1 –ASSESSMENT DETAILS

	Assessed activity   Surlingham Village Hall
	Assessment Ref No. – SPC 001

	Location of activity – Walnut Hill, Surlingham, NR14 7DQ
	Substances used – none

	Reason for Risk Assessment -
	2 yearly legal/compliance requirement




	SECTION 2 – WHAT ARE THE HAZARDS? (circle those that apply and write each one into Section 5 below)

	CAR PARK
	EXTERIOR FRONT
	EXTERIOR BACK
	ENTRANCE AREA
	MAIN HALL
	KITCHEN – SCHOOL
	KITCHEN –HALL
	TOILETS
	MAINTENANCE
	STORES

	Tripping and falling
	Tripping and falling
	Tripping and falling
	Slipping on wet floor
	Incorrect moving of heavy items
	Hot surfaces
	Hot surfaces
	Slipping on wet floor
	Falls from ladders
	Badly stacked equipment

	Parking
	Window cleaning
	Drains
	Tripping and falling
	Electric shock from portable appliances
	Sharp implements
	Sharp implements
	Cleaning materials
	Working alone
	People moving heavy items

	Food bank
	
	Access
	
	Slipping on wet floor
	Cleaning materials
	Cleaning material
	
	Electric shock from appliances
	Gazebos (loft)

	Access to other hazards
	
	
	
	Too many people
	Dangling leads
	Dangling leads
	
	Incorrect moving of heavy items
	

	
	
	
	
	Electric sockets (access by children)
	
	Unsecured hot water boilers
	
	
	

	
	
	
	
	Fire exits blocked
	
	Poor food hygiene practices
	
	
	

	
	
	
	
	Fire equipment not working
	
	
	
	
	

	
	
	
	
	Burns from heaters
	
	
	
	
	

	
	
	
	
	Working at height
	
	
	
	
	

	
	
	
	
	Public Safety Precautions (Martyn’s Law)
	
	
	
	
	

	
	
	
	
	Smoking
	
	
	
	
	


			SECTION 3 – WHO IS LIKELY TO BE HARMED BY YOUR HAZARDS? (circle those that apply and estimate how many)

	Experienced employee
	1
	Inexperienced employee
	
	Agency worker
	
	Cleaner
	1
	Maintenance
	

	Visitor/Public
	30
	Contractor (CARETAKER)
	
	Emergency services
	
	Utilities workers
	
	Security worker
	

	Disabled employee
	
	Other (VOLUNTEERS AND COUNCILLORS)
	7
	



	SECTION 4 – RISK CALCULATOR (use this to help you complete Section 5 below)

	SEVERITY RATING (S)
	
	LIKELIHOOD RATING (L)
	=
	RISK RATING (SxL)

	1
	Trivial
	
	1
	Extremely Remote
	
	1 to 3 - Controlled
	Monitor, supervision on site

	2
	Minor
	
	2
	Remote
	
	4 to 9 - Low
	Continue, but reduce risk level where possible

	3
	Major
	
	3
	Probable
	
	10 to 16 - Medium
	Adopt additional control measures as soon as possible

	4
	Severe
	
	4
	Very likely
	
	20 to 25 - High
	Stop work until additional controls are implemented

	5
	Fatal
	
	5
	Definite
	
	
	




	SECTION 5 – DESCRIBE THE HAZARD, SAY WHAT YOU ARE ALREADY DOING AND SAY WHAT FURTHER ACTION YOU ARE PLANNING

	DESCRIPTION OF HAZARD
(e.g., impact from trolley)
	EXISTING CONTROL MEASURES
	S
	L
	SxL
	PLANNED CONTROL MEASURES, TARGET DATES AND WHO IS RESPONSIBLE

	5.1
	Car park
	Tripping and falling 

Disabled access not clearly marked

Steps not visible in dark 
	

None



White paint on edges, faded
	3


3
	2


3
	6


9
	Clerk obtained quotes for painting yellow hatch markings. ‘Fire exit keep clear’ signage recommended (FRA)

Steps to be repainted


	
	
	Parking

Spaces not marked

Hall parking sign

	
None

Faded sign
	1


1
	1


1
	2


2
	Space markings painted


Replace sign

	
	
	Other

Railings rough

Onto road

Food bank
	

None

None

Volunteer monitoring food bank and surrounding area
	1


4
	3


3
	3
	Smooth down and repaint


Signage/hatched area

	
	
	
	
	
	
	12
	

	
	
	Bins
	None
	2
	2
	4
	Blocking fire exit 
Secure bins

	5.2
	Exterior - Front
	Unclean windows
	Annual clean
	2
	2
	4
	Monitor 

	
	
	Trip and fall – Uneven surface
	None
	2
	2
	4
	Monitor

	5.3
	Exterior – Back
	Yard near Fire Exit

	Trip and falls – brick by hall kitchen 
	Moved to side of yard
	2
	2
	4
	

	
	
	
	Drains
	Monitor to keep clear
	2
	2
	4
	

	
	
	
	Access
	Area to be kept clear
	2
	3
	6
	Remove old noticeboard

	
	
	Yard by school kitchen
	Drains
	Monitor to keep clear
	2
	2
	4
	

	
	
	
	Access
	Only through kitchen
	3
	3
	9
	Clerk to have kitchen and fire door key

	5.4
	Entrance areas

	Entrance by car park
	Trip and fall – mats slide
	None
	3
	3
	9
	Monitor at each meeting. Purchase some mat grips if necessary

	
	
	
	Slipping on wet floor
	Mats in place to wipe feet
	2
	2
	4
	

	
	
	Entrance to school
	Trip and fall – mats unsecured
	None
	3
	4
	12
	Monitor at each meeting. Purchase some mat grips if necessary
Liaise with school

	
	
	
	Slipping on wet floor
	Mats in place to wipe feet
	2
	2
	4
	

	5.5
	Main Hall
	Incorrect moving of heavy items
	Chair stand on wheels
Bowls carpet on wheel rail
Tables
	3
	4
	12
	Table holder with wheels rather than carry out
Hall hirers to contact council with suggestions

	
	
	Electric shock for portable appliances
	Annual PAT test
5-year EICR
	4
	2
	8
	Report any issues to the council
Include no outside portable equipment to be used in hire agreement

	
	
	Slipping on wet floor
	Mats provided at both entrances
	2
	2
	4
	

	
	
	Too many people
	None
	4
	3
	12
	Implement hire agreements for regular, private and review school agreement

	
	
	Electric sockets (access by children)
	None
	4
	3
	12
	Liaise with school regarding additional measures if needed

	
	
	Fire exits blocked
	None
	5
	3
	15
	Signage keep clear fire exit
Liaise with hall hirers and remove items

	
	
	Fire equipment not working
	Annual Fire Equipment testing
	2
	2
	4
	Implement monthly inspections and records in fire log book

	
	
	Burns from heaters
	None
	5
	3
	15
	Signage ‘careful hot’

	
	
	Working at height
	Contractors, school, groups instructed to follow safe working practices
	3
	3
	9
	Step ladder in storage area next to main hall

	
	
	Public Safety Precautions (Martyn’s Law)
	None
	1
	1
	2
	For events involving 200+, monitor legislation for changes

	
	
	Smoking
	None
	3
	3
	9
	Include in hire agreement
Signage

	
	
	Fire alarm
	None
	5
	5
	25
	Weekly testing
Annual fire drill

	
	
	Emergency Lighting
	None
	5
	4
	20
	Monthly flick test
Annual comprehensive and lux test

	5.6
	Kitchen – school
	Hot surfaces
	Clerk to speak with school
	
	
	
	

	
	
	Sharp implements
	Clerk to speak with school
	
	
	
	

	
	
	Cleaning materialas
	Clerk to speak with school
	
	
	
	

	
	
	Dangling leads
	Clerk to speak with school
	
	
	
	

	
	
	Fire hazard
	Wooden shed near extractor fan
	
	
	
	

	
	
	Fire appliances
	Check whats in kitchen
	
	
	
	

	
	
	Extractor Fan
	None
	
	
	
	Cleaned to TR19 standards

	5.7
	Kitchen – hall
	Hot surfaces
	None
	2
	2
	4
	Signage
Hood for cooker

	
	
	Sharp implements
	None
	2
	2
	4
	Signage

	
	
	Cleaning material
	Washing up liquid provided
	2
	2
	4
	Make hall users aware of cleaning cupboard supplies


	
	
	Dangling leads
	None
	3
	3
	9
	Include in hire agreement and checklist

	
	
	Unsecured hot water boilers
	None
	3
	3
	9
	Signage

	
	
	Poor food hygiene practices
	None
	3
	3
	9
	Signage

	
	
	Fire risk
	Tea towels on push bar
	
	
	
	Removed and purchase tea towels holder

	5.8
	Toilets
	Slipping on wet floor
	Mats provided at entrance
	2
	2
	4
	

	
	
	Cleaning materials
	Available in cleaners cupboard
	3
	3
	9
	Include in hire agreement and checklist

	5.9
	Maintenance
	Falls from ladders
	Contractors, school, groups instructed to follow safe working practices
	3
	3
	9
	Include in hire agreement and hirers aware of where ladders are

	
	
	Working alone
	Lone Home Working policy implemented
	2
	2
	4
	

	
	
	Electric shock from appliances
	Annual PAT test
5-year EICR
	4
	2
	8
	Report any issues to the council

	
	
	Incorrect moving of heavy items
	Contractors, school, groups instructed to follow safe working practices
	3
	3
	9
	Report any issues to the council

	5.10
	Stores
	Area adjacent to main hall
	Badly stacked equipment
	Storage rail installed
	3
	5
	15
	Include in hire agreement
Liaise with hirers 
Signage ‘to be kept tidy’

	
	
	
	People moving heavy items
	Contractors, school, groups instructed to follow safe working practices
	3
	3
	9
	Report any issues to the council

	
	
	
	Electrics
	None
	
	
	
	Seal area 

	
	
	Cleaners cupboard
	Badly stacked equipment
	None
	4
	4
	16
	Clear and sort area
Possible swap with shared cupboard

	
	
	
	COSHH register
	None
	4
	5
	20
	Implement

	
	
	
	Cleaning schedule
	None
	3
	3
	9
	Implement

	
	
	Clerk/cleaners cupboard near ladies toilets
	Badly stacked equipment
	None
	4
	4
	16
	Clear and sort area
Possible swap with shared cupboard

	
	
	Loft
	Gazebos
	Instructions for erecting gazebos with each one
	3
	3
	9
	

	SECTION 6 – SIGN OFF AND SET A DATE FOR REVIEW

	Risk assessors (signing to confirm they carried out the above risk assessment): 

	Name – C. Rust
	Signature – C. E. Rust
	Date – 30th October 2025

	When all actions have been completed, sign off below:

	All actions completed (name) -
	Date of completion –

	All actions completed (sign) -
	Date due for review – 2027





					
