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TEMPLATE RISK ASSESSMENT
	EVENT TYPE:

GIVE AND TAKE EVENT

	Event Organiser:
Event Date:

Event Venue:


	Person(s)/Group at Risk:
Public attending this Event / Event Organisers / Volunteers


	Date of Assessment: 

Assessor(s):     


	Initial Assessment           FORMCHECKBOX 
   

Review                            FORMCHECKBOX 

Following Incident           FORMCHECKBOX 



	Significant Hazard and possible Outcomes/injuries


	Control Measures in Place
	Are any additional measures or actions required? (if yes put on the Action Plan)

	
	
	Yes
	No

	Venue Access 

Vehicle / pedestrian collision
	· Venue will ideally have an attached car park.
· Volunteers to wear high vis in the car park

· Designated vehicle loading area, if possible.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Slips, Trips & Falls
Bumps / Bruises
	· Ensure any spillages are cleaned up straight away

· Identify and either remove or mark hazards
· No working at height.


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Fire / Emergency

Accidents / Burns
	· In case of fire/emergency briefing given to the volunteers before the event including evacuation procedures and the location of the Fire Assembly Point.

· Designated fire marshall?

· Know location of fire exits & fire extinguishers.
· Make sure all parts of the building are clear in the event of a fire.

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Dangerous / sharp items

Cuts / puncture wounds
	· Volunteers to wear pierce resistant gloves for checking items.

· Vet items at check-in and ask whether people have brought anything dangerous or sharp.

· If sorting items in bags, tip out the contents so that they are visible before checking.

· If identified, those bringing them need to take these items home again.
· If discovered, these items will be kept in a designated box in the secure area.


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Breakages

Cuts / puncture wounds
	· Clear up breakages straight away, package carefully and store in a designated box in the secure area.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Lifting
Back injury 
	· Those giving / taking should lift their own items
· Ensure correct lifting procedure
· Do not attempt to lift more than able

· Get assistance with lifting if required.
· Don’t over-pack boxes and bags so that they are too heavy.

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Electrical items 

(if applicable)

Electric shocks / fire risks
	· Ensure electrical items don’t get wet.

· All electrical items will be PAT tested by a qualified Portable Appliance Tester before they can be taken away.
	 FORMCHECKBOX 
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 FORMCHECKBOX 


	First Aid
	· Nominated first aider: 
· First aid kit will be available
· Nearest A&E is at: 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Child Protection
	· All children / young people attending the event will be accompanied by a parent / carer.

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Assessor’s Recommendations - Additional Control Measures or Actions



	List Actions / Additional Control Measures
	Date action to be carried out
	Person Responsible

     
     
	Date action completed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Signed: 

Date

The outcome of this assessment should be shared with event volunteers and some risks will need continual monitoring on the day such as obstructions.

 

A copy of the completed assessment to be kept at hand on the day
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