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JAZZLEEDS
POLICY ON	 XXX
PURPOSE
This document will support you in your role as a member of staff or volunteer with JazzLeeds with regard to Health and Safety. This guidance is intended to protect all those who visit or work with JazzLeeds in any capacity and those who work as volunteers on behalf of JazzLeeds.

SCOPE
These policies and procedures apply to the board of trustees, staff, volunteers, performers, and anyone working on behalf of JazzLeeds.

POLICY STATEMENT
JazzLeeds aims to comply with all health and safety legislation relating to its work activities to ensure, by assessing risks and providing and maintaining adequate control measures, that risks to staff, volunteers, and participants are eliminated or reduced to a minimum.
JazzLeeds will ensure through specific responsibilities and good organisation that
all health and safety practices and procedures are used and adhered to.  We have a commitment to the following:
•	Maintaining a safe and healthy working environment.
•	Ensuring safe handling and use of hazardous substances and materials.
•	Provision and maintenance of safe plant and equipment.
•	Provision of information, instruction, training and supervision to all musicians, audience members, volunteers, members and participants.
•	Implementation of effective emergency procedures.
•	Consultation with musicians, audience members, volunteers, members and participants on matters affecting their health and safety.

PROCEDURE
JazzLeeds activities and events take place on the premises managed by other organisations who have their own policies and procedures for Health and Safety. However, all those participating at activities and events organised by JazzLeeds are expected to comply with the Policies and Procedures outlined in this document.
A Risk Assessment will be undertaken for each event or activity undertaken by JazzLeeds and this will be reported to the Trustees. The Trustees are responsible for taken steps to mitigate any hazards or risks before the start of the event or activity.
At each activity or event the event leader will have overall responsibility for Health and Safety. This will include:
· Carrying out a visual safety check of the venue where the event is taking place.
· Making staff, volunteers, participants, audiences and artists aware of the fire exits and the location of fire extinguishers.
· Making staff, volunteers, participants, audiences and artists aware of the location of the First Aid box and the designated first aider if available.
· Ensuring that staff and volunteers are aware of the policies and procedures for Health and Safety for JazzLeeds.
· Reporting any issues to the JazzLeeds Board.

Staff and volunteers will have a responsibility to:
· Read and understand the Health and Safety policies and procedures document.
· Co-operate with the lead person on all matters of Health and Safety at an event or activity.
· Use any equipment in accordance with the training given.
· Take reasonable care of those participating in the event or activity.
· Take reasonable care of themselves.
· Report any potential hazards to event leader, their volunteer co-ordinator, or a member of the Board of Trustees.

RESPONSIBILITIES
Compliance, Monitoring and Review procedures
The Board of Trustees of JazzLeeds has overall responsibility for Health and Safety for all events and activities that take place. JazzLeeds will undertake to review its policy and procedures for Health and Safety at least every two years.

Reporting
Any individual who has concerns about health and safety at activities or events undertaken as part of JazzLeeds should report them to their volunteer supervisor, event leader, or the Board of Trustees. Any problems that cannot be resolved immediately should be report on a JazzLeeds Incident Form. In the case of an incident that causes harm to a person the incident must be fully reported in writing.
The Board of Trustees will investigate all reports of concerns about health and safety and take appropriate action.

Records Management
Incident reports will be retained until the health and safety issue has been resolved. In the case of an accident that causes injury to a person, the initial incident report and report of any action taken will be retained for a minimum of three years.
Forms:
	Risk assessment and risk management form.
	Incident report form.

DEFINITIONS
Hazard is something that has the potential to cause harm to a person.
Risk is the likelihood that a person will be harmed if exposed to the hazard.
A Risk Assessment considers the potential risk for each hazard identified.
Risk management describes the controls that are in place to mitigate the risk for each hazard identified.

RELATED LEGISLATION AND DOCUMENTS
The Health and Safety at Work Act (1974) contains the relevant UK legislation.
The Health and Safety policies and procedures for each venue.
The Risk Assessment for each activity or event.
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