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Read club policies here: http://glossoplabourclub.org.uk/information-for-members

The ‘Responsible Person’ at a Club night should be present for the duration of an event or function and is responsible for ensuring that:

· participants/attendees are aware of who is the Responsible person so they can report any concerns
· the Risk Management Plan (if applicable) is known to all participants and that it is followed
· the Club’s Guidelines for Fire Safety, Health and Safety and Safeguarding, and the Code of Conduct are followed
· bar volunteers are able to leave on time, either by taking over from them when it is time to cash up, or making sure everyone leaves the premises at closing time.
· music is played at a volume that does not cause annoyance to our neighbours
· the furniture and fabric of the building is respected and at the end of the event everything is left as far as possible as it was found
· the Club’s ‘Crib sheet’ is used at the start of events to ensure everyone is aware of Fire Exits


1. Fire safety procedures: 

In the event of a fire, the safety of life will override all other considerations.  
No-one should attempt to extinguish a fire unless it is safe to do so.

The responsible person should:
· Evacuate the building via the designated Fire Exits 
· Check for people in the toilets; in the cellar (from the top of the steps) and upstairs (from the bottom of the stairs) but only if it is safe to do so.
· Call 999 and on arrival, give them the Fire Exit notice, which is kept near to the front door.  
· People should not re-enter the Club until the Fire and Rescue Service declare it safe to do so.


Health and Safety Guidelines

The responsible person should:
· Ensure participants take all reasonable care for the health, safety and welfare of themselves and others who may be affected by Club activities
· Report any accidents or near misses and/or use of the First Aid Kit, either the one located in the bar, or the one in the kitchen, using the Accident Report Form (in the file in the bar cupboard)
· Report any issues to a committee member as soon as possible


Safeguarding 

The responsible person should:
· Ensure that the Club’s safeguarding policy is followed. 

Where a volunteer or participant in an activity has a safeguarding concern they discuss this with the Responsible Person or a Committee member present. These concerns must be shared with a minimal number of people to avoid misunderstanding and distress. 

If the concern cannot be resolved immediately the responsible person should complete a Safeguarding Concerns Form (in the file in the bar cupboard) and send it to the Safeguarding Officer (email: margaret.peters@live.co.uk ). If there is an imminent risk of harm appropriate action must be taken e.g. calling emergency services, asking someone to leave the premises or closely monitoring the person at risk.





Code of conduct: 

The responsible person may ask someone to leave if they do not cease when asked:

· Intimidating, harassing, abusive, discriminatory, derogatory or demeaning speech or actions 
· Harmful or prejudicial verbal or written comments or visual images related to gender, sexual orientation, race, religion, disability, age, appearance, or other personal characteristics
· Sustained disruption of talks or other events
· Unwelcome and uninvited attention or contact, including taking photos without consent or imposing views or opinions on others
· Lack of care or supervision of children or vulnerable adults for whom they have responsibility 
· Behaviour causing distress due to being under the influence of drugs or alcohol
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	What to do
	What you need to know

	To reduce the risk of fire
	· Ensure combustible materials do not build up in the cellar
· Candles (except birthday cake candles) should not be used

	To prevent fire spreading
	· Fire doors between the bar and kitchen, and between the kitchen and the stairs should be kept closed, not wedged open.
· Door from the main room to the upstairs should be kept closed

	To ensure there is means of escape
	· Keep fire exits clear of any obstruction
· Garden doors must be unlocked at the start of events

	If the fire alarm sounds and it is not an error 
· Evacuate the building – show people which exits to use downstairs and encourage them to leave in an orderly fashion
· If it is safe to do so, alert others in the building if needed, eg shout to anyone upstairs, in the toilets, in the cellar

	· The main entranceway and the exit to the garden, and round to the side gate are the designated downstairs Fire Exits
· If neither of these exits are available, the door to the street from the front room can be opened.  Care must be taken when opening the door as it opens inwards.
· The exit from upstairs is down the stairs and through the front door.
· The stair lift will function in a power cut as it has a back-up battery

	Call the Fire and Rescue Service 999

	· The address is 11-13 Chapel Street, SK13  8AT
· Take the Fire Exit notice which is kept near the front door to give to them on arrival

	Go to the meeting point and only return to the building if advised it is safe to do so by the Fire and Rescue Service
	· The meeting point is Cross Street.  
· Stay with any Club users who intend to return to the building when it is safe

	Call one of the Club officers
	· Mary Moss  (Chair)                07962 303536
· Martin Purvin  (Secretary)      07964 873693
· Leave a voicemail if no answer

	Be sure you know the location of
· The nearest alarm point
· Fire extinguishers
	· The building has an extensive fire alarm system and emergency lighting that points to exits. Call the Fire and Rescue service rather than fight the fire yourself. There is a fire blanket in the kitchen that can be thrown over a very minor fire

	Be aware of club capacity

	· Downstairs – 100 people
· Upstairs – 60 people
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Health and Safety Guidelines


Bar volunteers and responsible persons must be aware of:
· GLC Health and Safety Policy
· the location of fire exits
· the location of first aid kits
· the location of the defibrillator

To mitigate risks of slips, trips and falls:
· fire exits, walkways and throughways must be kept clear of obstructions
· spills must be cleared up promptly
· breakages must be cleared away promptly and disposed of safely; a container for safe disposal of glass is provided in the bar area; do not place broken glass in bottle skip; a wet floor sign is provided
· heavy lifting should be kept to a minimum – follow principles of manual handling (Principles of Manual Handling)
· use the baskets provided when restocking the bar from items in the cellar
· carry clean glasses in the white racks; only stack pint and half pint pots when collecting
· move tables and chairs with caution. Carry red chairs in stacks of 3 or fewer and avoid carrying them upstairs/downstairs

Hygiene:
· wash hands frequently, especially after handling money or wiping surfaces
· wipe bar surfaces and tables as needed and at the end of the shift
· ensure glasses are always washed in the glasses washer – do not dry with tea-towels
· check that glasses are clean and not chipped or cracked when serving
· follow kitchen guidelines (Kitchen Guidelines) as appropriate

Safety and Security:
· take care of the low ceiling when using the cellar – a ’bump’ cap is provided 
· do not move barrels or gas cylinders unless you are fully aware of procedures
· the bottle skip is emptied regularly – try not to overfill it
· take a break if practicable if the Club is very noisy
· report accidents and near misses on the Accident Report Form, including use of First Aid Kit items
· report breakages, or faulty equipment in the Maintenance book
· children should not be unsupervised
· lock the main door if alone in the Club, especially when handling money
· ensure the Club is securely locked and alarm set if you are the last to leave; if others are still in the building at the end of shift, ensure you have established who is responsible for locking up

Serving alcohol:
· alcohol must not be served to under 18’s
· you may refuse to serve someone, or ask them to leave if you feel they are breaking the Club’s Code of Conduct

Notes:
· Report faults with machinery or issues with equipment to the committee
· Some cleaning equipment is stored in the storage area in the Gents toilets
· Red chairs can be stored in the storage area in the Gents toilets
· A key for the external waste bins is kept next to the till.



Bar volunteers and designated responsible persons will be supported by the Club committee.  
· Mary Moss  (Chair)                07962 303536
· Martin Purvin  (Secretary)      07964 873693
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Manual Handling

1.Plan
· Assess the task: Consider the size, weight, and stability of the load, as well as the environment and pathway. 
· Clear the path: Ensure the route is free of obstacles, hazards, and is stable. 
· Teamwork and aids: If the load is too heavy or awkward, arrange for help or use mechanical equipment like trolleys. 

2. Position
· Stable stance: Stand with your feet shoulder-width apart for a balanced base. 
· Body close: Get as close to the load as possible to maintain proper alignment. 
· Neutral spine: Keep your back straight, maintaining its natural curves.
 
3. Pick
· Use your legs: Lift the load by bending your knees and using your leg muscles, not your back. 
· Good grip: Get a firm grip on the load as close to your body as possible. 
· Avoid jerking: Lift smoothly and avoid jerky movements. 

4. Proceed
· Keep the load close: Keep the load near your waist to reduce strain. 
· Move your feet: When moving, keep the load close and move your feet rather than twisting your back. 
· Keep upright: Maintain an upright posture throughout the movement. 

5. Place
· Use your legs: Bend your knees and use your leg muscles to lower the load slowly and smoothly. 
· Avoid bending: Do not bend your back to lower the load; use your legs instead. 
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Guidelines for the use of GLC Kitchen

Health and Safety 
· When the cooker is in use only 3 people should be in the kitchen at any one time
· Any spills on the floor should be mopped immediately using the mop marked for kitchen use
· The kitchen window should be opened for ventilation and closed when you leave 
· Please avoid use of glasses from the bar in the kitchen

Food Storage
· All opened or prepared food must be stored in a sealed container or sealed bag 
· All food stored in the fridge or freezer must be in a sealed container or bag with the date it was put there clearly visible. Bags and labels are available on the shelf above the fridge

Personal Hygiene 
· Please wash your hands before preparing food
· It is advisable to wear an apron when preparing food to prevent contamination, aprons are available on the shelf above the fridge

Cross contamination
· Please ensure that you use the RED chopping board for raw meat/fish 
· Chopping boards are only to be used for food preparation and remain in the kitchen
· Paper towels for hands are available on the shelf above the fridge until a dispenser is fitted
· Dirty tea towels and aprons should be placed in the washing bin in the bar room

Food Preparation surfaces
· All surfaces including the sink should be cleaned after use with kitchen cleaner and anti-bacterial spray
· All kitchen surfaces should be kept clear and not used for storage

Cleaning
· Before you leave the cooker (if used) and floor must be cleaned

Recycling and disposal	

Please ensure that you use the correct bin 
· Recycling for plastic, paper and glass
· General waste
· We do not have facilities for composting.  Food waste in bags can be disposed of in the external general waste bin

Reporting Problems
If the kitchen is not in a suitable condition for your food preparation i.e things on work surfaces or the kitchen is unclean please contact: bookings@glossoplabourclub.co.uk 
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Glossop Labour Club Code of Conduct
Principles of the Code of Conduct
The principles of the Code of Conduct are rooted in GLC’s objects and democratic socialist principles
GLC and its members are responsible for creating an environment, of solidarity, camaraderie and respect, which encourages full participation of all members. 
GLC commits to challenging sexism, racism, homophobia, transphobia, ableism, sectarianism, xenophobia and all other forms of prejudice. 
It is expected that all members and guests treat each other with respect and dignity. We do not tolerate discriminatory or bullying behaviour.
GLC members should be aware of the club’s approach towards safeguarding as outlined in our policy and procedure documents — this includes raising any concerns through the identified channels and refraining from speculation or gossip about safeguarding issues. 
This code seeks to guide behaviour and ensure accountability to allow all members and guests to feel welcome and at ease. 
Code of Conduct
· We will use action and language that value and celebrate diversity and makes all reasonable efforts to meet individual needs. 
· We will challenge and not condone any form of discrimination  
· We will prioritise the well-being of children. This involves ensuring adequate supervision and support by parents/carers
· We will ensure that vulnerable adults receive appropriate support to participate in club activities.
· We will gain consent from parents / carers, children and adults before taking or using photos and videos. 
Unacceptable behaviours include, but are not limited to:
· Intimidating, harassing, abusive, discriminatory, derogatory or demeaning speech or actions 
· Harmful or prejudicial verbal or written comments or visual images related to gender, sexual orientation, race, religion, disability, age, appearance, or other personal characteristics
· Sustained disruption of talks or other events
· Unwelcome and uninvited attention or contact including taking photos without consent or imposing views or opinions on others
· Lack of care or supervision of children or vulnerable adults for whom you have responsibility for
· Behaviour causing distress due to being under the influence of drugs or alcohol
Any member of the GLC committee, person responsible for an activity or those running the bar are authorised to ask any member or guest to leave if they repeatedly behave in a way not conducive to the culture of the GLC and the Code of Conduct

