Wiltshire South Berwick St James Residential Centre                                Written July 2023. Reviewed May 2025
			           To be reviewed September 2026
	What are the 
hazards?
	Who might be harmed and how?
	What are we already doing?
	What further action is necessary?
	Action by whom?
	Action by when?
	Done

	Slips, trips and 
falls
Caused by uneven surfaces or slippery floors.
	Users of Berwick, contractors, volunteers. Potential injuries include fractures and bruising.
	Rear playground.  Resurfaced April 2024.  If used for parking it must be regulated by the hirer.  Cars not to be parked on hashed area.
Front car park, regulated by hirer.
Parking suitable for users with disabilities. 
Front gate and drive alongside the main house.  Care to be used when walking on this, as it is uneven.  (Pending relaying during 2025.)
Hirers are responsible for ensuring their ‘meeting’ has correct footwear for activities and that the carpark area is safe in the event of ice etc.
Grass to be cut in growing season as necessary by a contractor.
Spills to be cleared up immediately by hirers.
A wet floor sign is in the cupboard.

Equipment for activities etc to be stored safely to avoid trip hazards and not in corridors.  
	Car park to be inspected and swept on a regular basis.
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	Fall on steps 
	Users entering via the front door
	Warnings to be given to hirers for persons using this entrance and ensure those with disabilities or additional needs use the back of the building for entry.  The handrail to be inspected annually.
The 

	Hirers to remind participants not to play on the step area.  
	 Hirers
 BMC
	Ongoing
	 



wsberwickmc@gmail.com  May 2025           ***  Please note that the area where the Pratten used to be and an area at the front is currently uneven and should be avoided when on site.  
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	Parking



	All users including vehicles/persons dropping and collecting from event/meeting
	No vehicles to be parked on the grass, unless a prior arrangement to do so has been made with the Berwick Committee,

Always maintain access for emergency vehicles.

Hirer to have people on the gate to help with entry/exit.  Hi-Vis jackets are available, some are in the main house kitchen others are in camp store.

Hirer to ensure those arriving, drive slowly and with care as children are likely to be present.  

If a large event is planned the hirer must take into consideration the number of vehicles which may be entering/leaving the site and make appropriate safety 
arrangements.
	
	Hirer
	
	

	Poor storage of tables and chairs
	Users of site who are setting up an activity or dismantling an event might suffer strains and crush injuries.
	Tables and chairs to be stacked safely and correctly.  
Chairs to be stacked with the seat facing the wall, no more than 6 high.  Photographs on noticeboards for guidance.  Or on the relevant trolley.
Hirer/Leader to oversee moving of furniture when girls are helping.
	Ensure all members on site are aware of rules
	 Hirer
	Ongoing
	 

	Mattresses
	All Users.
	The mattresses in the main house, which are stored in the Stonehenge/office room are to be moved by 2 people.  They are not to be dragged.
There are 14 mattresses in the lodge, they are to be moved by 2 people.
	To be checked regularly and wiped down.


Covers to be washed annually or more frequently if required.
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	Manual handling
	Users may suffer back injury when moving heavy items from parking area to campsite.
	Trolley available to move heavy items.
1 camp trolley stored in woodshed.
I sack truck trolley stored in front store area for committee members to use.
	To be used by adult or under adult supervision with older participants whom the hirer feels are responsible.
	 Hirer
	 Ongoing
	 

	Electricity
	All users of Berwick risk +shock and burns if equipment or installation were faulty.
	Fixed wiring periodically biannually inspected, tested, and certificated.
Portable equipment PAT tested annually.
Users made aware they are responsible for their equipment on site and advised of need to check it.
Users advised where main distribution board, switches and meters are, via Users Guide or pre-visit.
	Repeat electrical testing when due.
Circuits re-tested when modifications made.
	BMC
	Biannually
PAT testing       annually - Sept
	

	CO poisoning Emissions from faulty gas appliances.
	Users of the site, especially those involved in overnight events and sleeping in the hall e.g.  sleepovers.
	Gas appliances are serviced annually.
A monitor has been installed next to the gas appliance.
	Repeat gas testing every 12 months.
	BMC
	  

	 

	Legionella
	All users of the main building and Jubilee Block
	Flushes carried out when buildings and or showers have not been used regularly. 
	
	BMC
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	Fire
	All users of Berwick who might be trapped and suffer burns and smoke inhalation.
	Fire risk assessment done. 
Fire alarm fitted – internal – in main house and camp store and Lodge.
Hirer to ensure all members at event/meeting are aware of evacuation procedures and how a fire will be notified during their meeting/event as per their Risk Assessment.
Fire exits in all buildings to be kept clear and nothing to be stored in front of them at any time.  
Fire extinguishers are available in all building across the site.  They are serviced annually.





	Fire alarm system to be serviced every 6 months. 

	BMC
	November and May

May /June

	

	Fire altar





Naked Flames


Smoking / Vapping
	Groups using as part of activity or camp







All
	BMC to regularly inspect fire alters but Hirers to
also check before each use and to ensure use of   
the fire alter is covered in their Risk Assessment 
for the event/meeting.

A bucket of water to be available when fires are lit.  
No naked flames are to be lit in any of the inside spaces.  

There is a NO smoking or Vapping policy across the whole of the site, inside and out.




    lit.
	




Hirers

ALL


ALL
	Hirer/BMC





 ALL
	Ongoing
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	Outdoor Cooking and disposal of rubbish
	All users.  
Vermin will be attracted by food and food waste if not disposed of carefully.
	Hirers must place food waste in strong bin bags and dispose of in the white industrial bin by the camp store.  Bins will be emptied on a regular basis by a commercial firm.
All recycling and as much ‘other’ waste to be removed from site by Hirer as per terms and conditions.  Recycling must not be placed ins white bin.
Food must be stored in the camp storeroom and use of fridge and freezer made where appropriate or as appropriate in the kitchen of the main building. No food is to be stored in sleeping tents.
Report any sightings of vermin to BMC.


	Annual contract with Hills.








	All

BMC


All
	Ongoing
	

	Injury from falling logs insecurely stored
	Hirers
	Logs are stacked safely and securely. 
Adults must supervise the removal and return of any wood to the store and ensure that it is left as found.
	

Regular checks by BMC
	All
	Ongoing
	

	Ticks
	All Users who use outside area
	Wiltshire is a high-risk Tick area.  
Ensure ticks are included in event/meeting risk assessment and that contractors/volunteers etc are aware.  

Tick information is displayed on noticeboards in main house and camp store.
	
	All  
	Ongoing
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	Unwanted visitors to the site and site security.
	Users of the site
	Hirers to challenge unknown visitors, asking for ID.
Hirers to contact police 112 or 999 if they are unsure.
Front door of main building to be kept lock.
Once all are on site it is recommended that the front gate be chained and locked.

	
	  All
	  On going
	

	Neighbours
	Hirer and local residents
	Informing hirers of lights out at 10.30pm and rising at 7am.  All hirers need to be mindful of our neighbours respecting them and the reputation of Girlguiding.
	
	  BMC
	  On going
	

	GDPR
	Hirer and BMC
	Hirers to ensure that all personal details about their participants are kept securely.
Berwick Management Chair will keep all GDPR paperwork locked away cupboard in the main building.
	
	  Hirer

  BMC
	  On going
	

	Lone Working


	Users of the site
	Should any committee members be working on site alone, they should inform another committee member or county rep when they arrive and leave.  They are not to undertake any “at height work”.
When leaving the site, all hirers should be accompanied when locking the gate and wait until all cars have started and all leave the site at the same time.
	
	 Hirer
 BMC    members
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		  Area assessed: Jubilee Block, toilets, showers, Staff toilet and shower area

	Sanitary Waste
	All users
	Bins, liners and bags supplied.  
Instructions are on the bins.
Users to empty bins after their stay as per instructions.
	Regular checking by BMC.

	  All


	  On going
	

	Hot Water Sinks
	All users
	Sinks all have mixer valves to regulate the water temperature. Completed April 2025.
	Regular checking by BMC.
	  BMC
	  On going
	

	Showerheads
	All users
	 Push button type showers.  Completed Jan 2025.
 Showers cleaned on a regular basis.
	Regular checking by BMC
	  BMC
	  On going
	

	Shower floors
	All users
	Cleaned regularly.
Outlets regularly cleaned.
	
	  Hirers
  BMC
	  On going
	

	Wet floors
	All users
	Display warnings in Jubilee Block
	Replacement when required
	  BMC
	  On going
	

	Windows
	All users
	To be opened to provide air circulation when building is in use.
Windows are lockable, key is hung near the window.

	
	  All
	  On going
	

	Cleaning equipment

	All users
	Cleaning items are stored in a black handheld box, in the staff shower/toilet area.  Hirers should bring additional cleaning items, as per the COSSH sheets. 
Coloured coded cloths are provided, in clearly marked boxes.  However, hirers should bring additional supplies.
Mops and brooms are stored on hangers beneath the windowsill, so that they are not a trip hazard.
	Checked regularly by BMC
	  Hirers to   ensure that items are stored correctly.
  BMC
	  On going.
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		  Area assessed: Lodge and Games Store

	Sloped Approach to side door
	Users of the Lodge
	Sweeping and cleaning of the area on a regular basis
	Hirers and BMC to clean and clear when necessary.
	  All
	  On going
	

	Fire doors
	Users of the Lodge
	When open, doors should be held back using the appropriate hooks.
	
	  All 
	  On going
	

	Floor Area
	Users of the Lodge
	Floor to be always kept clear and clean.
Spills to be mopped up immediately.
Mop and bucket and brooms and dustpan & brush provided.

	
	  All
  BMC
	  On going
	

	Folding Doors
	Users of the Lodge
	Providing clear instructions for their use.
The instructions should be followed and ONLY carried out by adults.
	Hirers
	  Hires - adults
	  On going
	

	Verandas
	Users of the Lodge
	Swept and kept clear.
Checking bird use of area.
	
	  BMC
	  On going
	

	Chairs and tables
	Users of the Lodge
	Trolleys for the chairs and tables are provided.

	Hirers to keep clean and stack correctly at end of events
	  Hirer
  BMC


	  On going
	

	  Games Store
	Hires of Site
	The games are all stored in the shed alongside the Lodge.

They are in boxes and bags to keep them in order.

Adults should supervise the removal from and return of items to the store. 
	Hirers

Condition of the games to be checked by BMC on an annual basis.
	
	  On going
  January
	



