Health and Safety General guidelines
Health and safety is very important.
Any issue you see or are notified by that needs attention then please inform the Centre kula team or report to one of the Trustees.
Ensure all safe guarding policies have been read – all on the website.
Fire safety and procedure guidelines
While the centre we are all responsible for fire safety.
Class leaders are responsible to know how many attendees there are at any one event.
Know where the fire extinguishers are situated in the centre.
1) Refuge to the Shrine Room – (one foam spray and one Carbon Dioxide)
2) Hallway, downstairs – (one Carbon Dioxide and one water)
3) Sangha Room – (one powder and one foam spray) Fire blanket situated by the sink.
In the event of a fire =
1) A Fire may be detected by:
a) Automatic operation of the Fire alarm
b) A Fire being observed within the building
2) If a Fire is observed:
a) The alarm should be operated by Manual Break Glass point
b) Fire Marshal to delegate someone to call 999 emergency services.
c) Class Fire Marshal should ensure all personnel are evacuated from the building as quickly and orderly as possible without stopping to collect personal belongings.
d) A quick sweep of the building should be carried out to ensure no personnel are still inside (TOILETS)
e) If  the Fire Marshal feels confident and the fire localised then use of fire extinguishers can be used.
3)  If a disabled person is present :
a) they should be assisted to safety if on the Ground floor and accompanied to outside evacuation area.
b) If on the first floor, assisted to the Refuge on the landing, and assisted down the stairs and outside with whatever method is appropriate for them.
c)

 The lift must not be used.
4)   Once out of the building:
a) Ensure The Emergency Services have been contacted. 
b) All evacuated people must assemble at the paving opposite the exit.
c) Fire Marshals must check that all members  are accounted for.
5)  The building must not be re-entered until declared safe by the Emergency Services
Food Handling Guidelines
A Vegan policy is in place at The Ipswich Buddhist Centre
We have a servery for refreshments – it is not a kitchen.  Therefore food should not be prepared and cooked on the premises.
Special events/classes: Often food is brought in for special events and classes.  The onus is on the individuals who bring food into the centre to follow the Food Handling guidelines.
 Personal Hygiene
 Hands must be washed thoroughly with soap and warm water:
1.  Before handling food
f)  After using the toilet
1.  After handling raw food or waste
g)  After coughing, sneezing, or touching face/hair
 Hair should be tied back or covered
 No smoking, eating, or drinking in food preparation areas
 Clean clothing and, where appropriate, aprons must be worn
 Cuts or wounds must be covered with a waterproof dressing
3)  Illness
Anyone suffering from vomiting, diarrhoea, fever, or other contagious illness must not handle food
 Food Sourcing and Donations
Food donations must come from reputable and approved sources
Do not bring any food that is out of date, or packaging damaged.
d) Signs of damage, spoilage, or contamination
Chilled and frozen foods must be received at safe temperatures in line with FSA  (Food Standards Agency)guidance
A basic record of donated food checks should be kept where practicable
 Food Storage
Food must be stored according to manufacturer instructions and FSA guidance
Raw and ready-to-eat foods must be stored separately to prevent cross-contamination
Food must be covered, labelled, and dated
Storage areas must be clean, well maintained, and safe in line with HSE workplace standards
Milk must have an “opened” date put on it by the person who opens it
For reference see FSA guidelines 
 Food Preparation and Cooking and equipment
Sharp knives are kept in a separate locked cupboard.  If used they must be washed up and returned to the cupboard.  Not in the dishwasher.
After use, all equipment must be returned to the appropriate storage area.  eg. Microwave, toaster, hot plate.
Food preparation areas must be kept clean and sanitised before and after use
Separate utensils, equipment, and surfaces must be used for raw and cooked foods where possible
Food must be cooked thoroughly and served piping hot.
Reheated food must be reheated thoroughly and only reheated once 
 Food Service and Distribution
On  arrival all food contributions should be put in the fridge if appropriate.
All food should be clearly marked with list of ingredients if home cooked.
Food should be served as soon as possible after preparation
Cold food must be kept cold (below 5°C)
Serving utensils must be clean and handled hygienically
Time limits for food held at room temperature must follow FSA guidance
After an event all left over food  and empty food containers should be removed from the centre
Cleaning and Waste Disposal
After each event servery surfaces must be left clean.  The sink and washing up bowl cleaned.  Dishwasher in operation.  Tea towels, dishcloths washed and replenished with clean ones.
Waste bins emptied and contents removed from the centre.
 Pest Control
Any sign of infestation of pests anywhere in the centre must be reported to the Centre Kula or a Trustee.
First Aid guidelines
Two first aid kits – one in downstairs loo the other in the office cupboard to be used for outreach events.
First aiders will be trained and a list along with photos shown in the centre.
Procedures
In the Event of an Accident or Illness
1. Assess the situation and ensure it is safe to approach
2. Provide appropriate first aid within the limits of training
3. No medication is to be administered under any circumstances
4. Call emergency services if required
5. If the injured person has a head injury they must be taken to hospital.
6. Stay with the injured or ill person until help arrives or they recover
Serious Incidents
· Emergency services must be contacted immediately where there is a serious injury or life-threatening situation
· A trustee must be informed as soon as possible
Recording and Reporting
· All first aid treatment must be recorded in the Ipswich Buddhist Centre’s accident/incident log
· Records should include date, time, nature of injury, treatment given, and name of the first aider
· Records will be stored securely and in line with data protection requirements
