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East Herts Council

Risk Assessment 

2016
Assessment of EHC Premises, Hertford Theatre, the Wash, Hertford.
	Assessment carried out by:
	Peter Dickinson
	Service:


	Corporate Risk and Procurement

	
	Ben Cannell
	
	Cultural and Community Services

	Date carried out:
	2016
	Directorate:
	Finance and Support Services

	Date of review:
	2017
	
	Customer and Community Services.


	What is the workplace / activity / equipment / conditions (delete as appropriate) being assessed:
	How was the assessment done?


	Is the assessment ‘generic’ or specific to the situation?

	Assessment of EHC Hertford Theatre and grounds.
	Visual inspection of site facilities and layouts.  Consultation with Facilities and Property and EHC employees.
	Corporate Site Specific


	What are the hazards? 
a hazard is anything that may cause harm, such as chemicals, electricity, working from ladders, an open drawer etc.
	Who could be harmed and how?

	What is already being done to control the risks?
	What further action is recommended to reduce the risks further?
E.g. Training, provision of additional equipment etc
	Person(s) Responsible for talking action?
	Date action taken

	
	
	
	
	
	

	Defective or damaged  INTERNAL FLOOR SURFACES
Torn or damaged carpets, carpet tiles.  Damaged or defective non slip surfaces, damage to special flooring e.g. Dance / Performance Room. 

Obstructed HALLWAYS AND CORRIDORS 

Slips, trips and falls, cuts and bruises

Obstructed fire safety routes, 

Breaches of Fire Safety Reform Order
Poorly lit GRADED LEVELS / SLOPES

	All employees, volunteer, patrons,. guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

Slips and trips from spillages, dust and dirt, wet weather run off. 

flooring surfaces e.g. loose, threadbare 
Loose, defective or damaged anti slip strip

Loose, damaged or defective handrails 

Spillages from hot and cold liquids

Poor cleaning

Obstructions on stairs

Items stored on staircase


	Routine, corrective or preventative maintenance.

In-house cleaning undertaken daily

Theatre staff undertake remedial action where appropriate and are responsible for ensuring that all routes of escape are clear and free from obstruction.
Fire Risk Assessment completed by Contractor  15.06.2015 – date of next review 15.06.2017
Placement of yellow warning signs/a-frames whenever cleaning takes place and in the event of spills

Non slip flooring surfaces
Faults and damages are reported to Facilities and Property,
	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management

	As required


	Defective / damaged WALLS, PARTITIONS, SCREENS  AND CEILINGS
Broken / cracked WINDOWS and defective / damaged BLINDS, CURTAINS

Faulty / damaged MANUAL INTERNAL DOORS


	All employees, patrons,. guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

Contact injuries, head injuries, cuts and bruises

Structural failure, defective coverings, loose tiles, plaster etc. 

Unstable partitions and screens, broken supports

Loose, missing, defective or damaged ceiling tiles
Broken, damaged or defective windows, glass fragments

Glare, reflection from broken, defective or damaged blinds

Contact injuries, defective handles, hinges and frames, cuts from sharp edges, splinters etc.
Damaged, defective handles, hinges and frames.

Height of frames
	Facilities Management and Theatre Director and Technical Manager undertake premises inspections

Facilities and Property Management responsible for floor surfaces, walls, windows, doors etc

Recording Process for Faults /Damage etc. Centralised reporting system. Diary in the office. All staff aware. 

Tensor Barriers/Wet Floor Signs to be used.

Isolate hazards and contact Facilities and Property Management.
Contractors appointed to make good damaged and defective tiles etc

Contract cleaning for window cleaning in place.

Blinds are of a high standard and design.

Make good, replace or repair damaged or defective window coverings where appropriate.
Consider the use of warning signs to advise all users of risk of harm in the event of any damage etc.
	Facilities Management and Director of Hertford Theatre now carry out a programme of premises inspections. 

	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	As required


	Failure and non compliance with all aspects of Fire Safety

Obstructed FIRE EXITS AND ESCAPE ROUTES / FIRE DOORS
Panic, minor to fatal injuries resulting from burns and crush injuries as a result of locked, obstructed fire exits and escape routes

Failure to undertake and comply with 

FIRE RISK ASSESSMENT / FIRE SAFETY EQUIPMENT AND TESTING

Failure to undertake FIRE EVACUATION DRILL

Injuries sustained as a result of fire, smoke inhalation, and panic.

Failure to undertake fire evacuation drill

Failure of FIRE SAFETY PROCEDURES

	All employees, patrons,. guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

Injuries sustained as a result of fire, smoke inhalation, and panic, burns
	Fire Evacuation Plan and Marshals in place  

Training has been undertaken for fire marshals.

Fire safety procedures in place

Fire safety signs and instructions on display

Contract for the collection of blue recycling and confidential bin collection in place.  Cleaners remove full recycling bins ready for collection 

Waste disposal procedures in place, bins empties at close of building, recycling contained in blue disposal bins and collected and emptied under contract.

Facilities and Property Management responsible for commissioning Fire Risk Assessment and implementing fire safety maintenance regimes for Hertford Theatre.  

Hertford Theatre undertake actuation point testing on a weekly basis

Test Records Kept

Fire Evacuation drills carried out every 6 months.


	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

East Herts Council Facilities and Property Management team responsible for commissioning all building fire risk assessments and fire safety maintenance regimes


	As required


	Accidents or incidents in the RIVER ROOM / RIVER ROOM COURTYARD
GALLERY COURTYARD
Climbing on fence railing / chairs and tables

WATER SAFETY

Drowning, near drowning

GALLERY / CAFÉ  AREA 

Unattended liquid and food spillages

Broken / damaged furniture, fixtures and fittings

	All employees, patrons,. guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

Slips, trips and falls, cuts and bruises

Obstructed fire safety routes, Breaches of Fire Safety Order
Defective flooring surfaces e.g. loose, threadbare, torn or damaged carpets, carpet tiles.  Damaged or defective non slip surfaces

Defective or damaged surfaces and coverings.

Loose, defective or damaged anti slip strip

Loose, damaged or defective handrails 

Defective, damaged, faulty furniture, fixtures and fittings

Spillages from hot and cold liquids

Poor cleaning

High spirited behaviour, curiosity / inquisitiveness , unsupervised activity


	Cleaning provision in place

Fire safety information displayed

Room inspected.

Safety Information

The Courtyard accessed from the River Room is designated as a primary fire escape route; the courtyard overlooks the river and is fenced for safety.  Please ensure that children and young people are supervised at all times.  Organisers of events or activities are responsible for the safety of young people and children in their care.  Please note that the staff at the Theatre cannot provide child care provision.

Buoyancy aid installed.


	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	As required


	DANCE / PERFORMANCE STUDIO AND CHANGING ROOMS
Defective flooring surfaces e.g. loose, threadbare, torn or damaged carpets, carpet tiles.  Damaged or defective non slip surfaces

Defective or damaged surfaces and coverings.

Loose, defective or damaged anti slip strip

Loose, damaged or defective handrails 

Spillages from hot and cold liquids

Poor cleaning
Breaches of Fire Safety Order / Obstructed fire safety routes,

	Employees, patrons, performers, instructors, participants

Slips, trips and falls, cuts and bruises


	Cleaning provision in place

Fire safety information displayed

Room inspected.

Contractors appointed to make good damaged and defective tiles etc


	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	


	MAIN PERFORMANCE AUDITORIUM / CINEMA
Slips, trips and falls, cuts and bruises
Failure or defective lighting, electrical burns, shock
 STAGE

Falls from height

Failure of safety iron e.g. pulleys, cables, operating mechanism

Failure of lift platform mechanism

RETRACTABLE SEATING STRUCTURE
Manual handling – removal of side panels prior to retraction of seating.
Modular seating units – lifting and removing modular seating to create additional space.

 
	All employees, patrons,. guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

Obstructed fire safety routes, Breaches of Fire Safety Order
Defective flooring surfaces e.g. loose, threadbare, torn or damaged carpets, carpet tiles.  Damaged or defective non slip surfaces

Defective or damaged surfaces and coverings.

Loose, defective or damaged anti slip strip

Loose, damaged or defective handrails 

Spillages from hot and cold liquids

Poor cleaning
Failure / collapse of rake seating system

	Cleaning provision in place

Fire safety information displayed

Tensor barriers restricting access to auditorium when not in use

No admittance to auditorium when not in use 

Auditorium inspected

Separate risk assessment for operation of retractable seating undertaken.

Written procedure for the removal of modular seating 
Safety iron lowered when stage not in use.

Operation of safety iron by authorised trained staff only.

Authorised / supervised access only to stage area and to all backstage areas.  


	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management 
For repairs and maintenance to rake seating contact supplier
	


	BACKSTAGE AREA
DRESSING ROOMS 1, 2, 3, 4

CREW ROOM

GREEN ROOM

UNDERSTAGE AREA

Failure or defect of:

· Props and equipment

· Electrical installations and equipment

· Lighting rigs

· Sound equipment
	All employees, guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors authorised to access these areas or accompanied.

Slips, trips, falls

Head, neck and back injuries


	Fire safety information displayed

Authorised access only – out of bounds to members of the public, guests and visitors unless on supervised tour of facility

Inspection regimes in place to test all equipment

All electrical equipment routinely PAT tested.

Performing groups are responsible for chaperone arrangements for children and young people
	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	As required


	CONTROL ROOM
Electrical injuries 

Height hazards

	Control Room Technical Personnel / Lighting and Audio Technicians.
Fractures, sprains, strains, broken bones
Slips, trips and falls

Head, neck and back injuries
	Access restricted to authorised personnel.

No unauthorised or unsupervised access permitted.

Access via lockable door only
	Roof escape to be looked at.
	Theatre Management to raise issue with Facilities and Property Team
	


	Physical injury, mental distress arising from:

Risk of harm from violence and aggression

Damaged or defective fixtures and fittings


	All employees, patrons,. guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

Cuts, bruises, trauma, stress. 
	CCTV in operation providing coverage of reception area and meeting rooms

Employee Assistance Programme in place to support and assist victims of violence and aggression.

Incident reporting procedures in place.
	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	

	SANITARY FACILITIES
Illness arising from dirty / poorly maintained or defective sanitary facilities

Poor cleaning standards
	All employees, patrons,. guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

Sickness, diarreah, stomach disorders 
	Provision of M/F/D staff toilets available

All employees are expected to use the facilities considerately and report any misuse or failure of cleansing to Theatre Management 

Faults, defects and failures to be reported to Facilities and Property Management

Access to other facilities maintained by the Landlord

Contract cleaning in place.

Contract for cleaning and replacing sanitary units in place.

Contact for laundry services of hand towels and kitchen towels in place.

Cleaners oversee the replacement of toilet rolls and hand towels when required.

Soap dispensers provided and replenished by Caretakers as required.
	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	


	FURNITURE PROVISION
Suitability of chairs, seating and tables

Risk of harm from damaged or defective furniture and chairs

Damaged or defective fixtures and fittings

Overcrowding in main foyer, gallery / café seating area


	All employees, guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

Cuts, bruises, slips, trips and falls.
	Maintain existing arrangements

Prepare seating plan that shows normal positions for comfort seating and for seating in gallery / café area, consider the following factors:

· Type of event being held, e.g. exhibition, tour, performance

· Expected numbers of guests attending

· Is seating required and can a seating area be set aside

Remove, replace or repair damaged furniture and chairs.

Report failure or damage to Facilities and Property Management

Incident and Near Miss procedure in place to report any incidents.

During high volume use consideration given to placement and arrangement in order to maintain escape routes

Check quality specification of furniture and seating.


	Maintain existing arrangements

	Hertford Theatre Staff on day to day operations, during performances or exhibitions


	


	KITCHEN AREA.

Liquid and food spillages

Out of date contaminated food stuffs being left in fridges 
Unauthorised use and access.
	All employees, contactors, authorised persons only.

Slips and falls 

Food poisoning
	Off limits to unauthorised persons

Contract for laundry services of hand towels and kitchen towels in place.

Contract cleaning staff / Caretakers oversee the replacement of toilet rolls and hand towels when required.

Soap dispensers provided and replenished by Caretakers as required.


Routine inspection of kitchen to monitor cleanliness.

EHO  issued Safer Food Standard package – which are in place.

Report repairs and faults to Facilities and Property Management 
	All employees are expected to use the facilities considerately and report any misuse or failure of cleansing to Theatre Management 

Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	

	All employees, guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors.

CAR PARK- SHARED PEDESTRIAN / VEHICULAR ACCESS.
Contact with vehicles as a result of mixed use access

Failure or defective surfaces 

Weather conditions

Changes in ground level

Failure, defect or damage to barriers 
	All employees, patrons,. guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

Bruising, fractures, sprains, 

Head, back and neck injuries


	Contractors undertake snow clearance in assigned areas.

Grounds Maintenance contractors clear leaves and excess foliage 


	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
Affinity Security responsible for barrier maintenance  
	


	PLANT ROOM
Access prohibited to unauthorised people
	Plant maintenance contractors, Caretakers, Property and Facilities Management Team

Electrocution, burns, death
	Authorised access only permitted.

Facilities and Property Responsible for the management of repairs and maintenance of plant.
	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	

	DOMESTIC SERVICES MAINS AND TANKED WATER SUPPLY
Contaminated/untreated water supplies
AIR CONDITIOINING 

Legionella, respiratory infection arising from unclean, poorly maintained and un serviced air conditioning units

.

HEATING SUPPLY
Total failure of supply may result under extreme circumstances in Hypothermia, discomfort under normal conditions, people may experience discomfort in joints.
	All employees, guests, visitors and contractors, performers and exhibitors
Diarrhoea and sickness
Maintenance and service contract in place.

Portable heating appliances may be deployed if required provided equipment has been PAT tested.

Management action as required 
	Annual chlorination of the tanked cold water supply undertaken by contractor under Facilities and Property Management instruction.
Maintenance and service contract in place.

Clean vents as and when required.

Facilities and Property Management are responsible for the arrangements for the supply of mains water and for all legionella testing regimes.
	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management 


	


	ELECTRICAL SUPPLY AND SERVICES AND LIGHTING

Loss of electrical supply 
	All employees, patrons,. guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

may result in people trapped in lifts, sudden loss may result in people tripping or falling.
	Back up generator and emergency lights will activate to provide sufficient light during power outage.
	 Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	

	PUBLIC AND STAFF ENTRANCES AND BUILDING PERIMETER AND CURTILAGE
Damaged, missing or defective surfaces or from snow and ice

Obstructed pathways
	All employees, patrons,. guests, visitors, contractors, disabled persons, expectant mothers, young people and children, performers, exhibitors, Café Staff

Caretakers clear designated areas of snow and ice

Grounds maintenance contractors clear areas of excess foliage and snow and ice

Slips, trips and falls

Contact with vehicles
	Explore options for placing bollards along pathway to prevent vehicles parking on path.

Consider white lining along staff entrance 

Routine inspection of perimeter specifically along public paths and entrances
	 Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	

	Maintenance and repair Contractors, property and Facilities Management Team

ROOF ACCESS

Falls from height
	Authorised Theatre Staff, Facilities and Property Services Staff, Authorised EHC Staff accompanied, contractors, maintenance and service engineers.  
Responsibility of Facilities and Property Management
	Access restricted to authorised persons only.  No access permitted to guests, patrons and visitors.  All access requirements are accompanied 
Risk Assessment required prior to access.

.
	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	

	Site security and access

ALL AREAS
Theft of personal property, assets
	
	Access to the building is managed and controlled by Hertford Theatre Staff.

Additional security provided by CCTV and alarm system
	Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	

	All employees, contactors, authorised persons only.

THEATRE OFFICES.

Slips, trips and falls as a result of waste, poor storage and housekeeping arrangements

Unauthorised use and access.

Damaged or defective furniture and equipment
	Employees, contractors, cleaners, guests and visitors
Slips, trips and falls

Head, neck and back injuries

Sprains and strains

Manual handling injuries
	Off limits to unauthorised persons

Contract cleaning in place.

Maintain housekeeping and ensure all waste is correctly recycled and disposed of
	All employees are expected to use the facilities considerately and report any misuse or failure of cleansing to Theatre Management 

Report repairs and faults to Property and Facilities

Maintain existing arrangements
	Hertford Theatre for day to day to day operations

For repairs and maintenance

Property and Facilities Management
	


	Method Statement

	Method Statement
How was the risk assessment done? 
Followed the guidance in Five steps to risk assessment

1. To identify the hazards, the following process was undertaken.

· looked at HSE’s office health and safety  web pages, including the Officewise leaflet, to learn where hazards can occur, and at the disability and risk assessment web pages; 

· Carried out site inspection to identify possible/potential risks, taking into consideration what was learnt from HSE’s guidance; 

· Sought input from Facilities and Property Management team and Hertford Theatre Team to learn from their knowledge and experience of areas and activities, to ensure the assessment was relevant and the content factual. 
· Checked accident record history, to understand what has previously resulted in incidents. 
2. The issues were written down who could be harmed by the hazards and how. 

3. For each hazard, details of exiting controls, if any, were in place to manage these hazards. Theses were compared against controls to the good practice guidance provided in HSE’s office health and safety web pages. Where existing controls were not considered good enough, recommendations for further controls were identified that may control the risk. 

4. Putting the risk assessment into practice, the Councils Safety Committee review all risk assessments in consultation with trade union colleagues who jointly decided and recorded who was responsible for implementing the further actions and when they should be done. When each action was completed, it was ticked off and the date recorded. The risk assessment will then be posted on the intranet site all staff to see. 

5. Risk assessments are issued to Heads of Service for distribution to Line Managers for discussion with individual teams.
The Management Team at Hertford Theatre are responsible for reporting the need for repairs and maintenance at the Theatre to the Facilities and Property Management Team which includes:
· Repairs and maintenance to all East Herts Council owned and managed external areas

· Repairs and maintenance to all internal areas of the Theatre
· Repairs and maintenance to all sanitary facilities and services, plant and the provision of water supplies and electrical services.

· Repairs and maintenance to all structural features, fixtures and fittings.
There are no explosive materials or cylinder gasses on site and the overall assessment is considered to be a low risk / hazard site.

The risk assessment shall be reviewed annually or straightaway if any major changes in the workplace happen.


	SITE Overview

	
                                                             The Councils Hertford Theatre is located in the town centre of Hertford.

                  Shared pedestrian / vehicle route indicated

                                                               Fire Assembly Areas are indicated on the plan, main exits are indicated
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