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	BASIC RISK ASSESSMENT FORM

Note:  This general risk assessment will apply to the activities detailed below providing the control measures described are in operation and there are no further significant hazards. If it does not fully apply and further control measures are required, please complete the Action Plan at Part C. 
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	PART A.  ASSESSMENT DETAILS: 

	Area/task/activity: (i.e. summer fete, firework display, jumble sale etc.: to be completed by Parish Council Representative)
Location of activity: (i.e. memorial hall, playing field, vicarage gardens etc.: to be completed by Parish Council Representative)

	Parish Council Office
Address & Contact details:
	(To be completed by Parish Council Representative)
	Name of Person(s) undertaking Assessment:
	(To be completed by Parish Council Representative undertaking the risk assessment)

	
	
	Signature(s):


	(To be signed by Parish Council Representative undertaking the risk assessment)

	Parish Council Representative:


	(To be completed by Parish Council Representative)
	Date of Assessment:


	(To be completed by Parish Council Representative)

	Signature:
	(To be signed  by Parish Council Representative: Likely to be Chair of Parish Council)
	Planned Review Date:


	(To be completed by Parish Council Representative)

	How communicated to staff:


	(i.e. Parish Council meeting, pre-event briefing, distributed electronically etc.: to be completed by Parish Council Representative)
	Date communicated to staff:
	(To be completed by Parish Council Representative)


	PART B. HAZARD IDENTIFICATION AND CONTROL MEASURES:

	List of significant hazards

(something with the potential to cause harm)
	Who might

be harmed
	Type of harm 
	Existing controls 
(actions already taken to control the risk -

include procedure for the task/activity where these are specified)

	Slips and trips when using indoor facilities such as a church hall etc. e.g. uneven surfaces, floor cleaning, toys from children's crèche etc.


	Parish council members

Members of the public

Visitors
	Slips/trips/ sprains/collisions
	· Good lighting in all rooms, corridors and hall.

· Users aware of the need (through hire agreement) to clear up spillages immediately and aware of where the equipment for this (mops etc.)are kept.

· Mats to be placed at entrances to prevent rainwater being carried in.

· No storage permitted in corridors.

· No trailing electrical leads.

· Cleaner/Site Supervisor to use anti-slip cleaning products.

· Regular inspection regime in place with all inspections being recorded.

	Working at height e.g. putting up decorations etc.
	Parish Council members

Volunteers

Site Supervisor
	Sprains, broken limbs, or the potential for   a fatality resulting in a fall from a height.
	· Appropriate, commercial stepladder/ladders securely stored and available for use.

· Stepladder/ladder only to be used by competent and authorised personnel.

· Stepladder/ladder subject to regular and recorded inspections.

· Copies of 'Safe use of Ladders' guidance available next to ladder storage area.

· Contractors to be used for tasks which require specialist equipment/skills i.e. fixing flower tubs to lamp posts etc.



	Vehicle movement e.g. car parking, carnival floats, mobile library, gala attractions (children's rides) etc.
	Parish Council members

Volunteers

Organisers

Visitors

Members of the public
	Serious injury such as broken limbs, crushing or even fatality if struck by a moving vehicle, particularly when reversing.

Injury from falls from the vehicle 


	· Entrances to car park/car parking area clearly marked and kept clear at all times.

· Car park surface to be regularly maintained and check for damage, potholes and debris etc.

· Parking spaces for visitors with disabilities available close to entrances/event location.

· For large events, parking to be controlled by marshals wearing high visibility vests.

· Car park well lit.

· Speed limit signage clearly displayed.

· Temporary traffic cones appropriately placed, if necessary.

· Police/highways liaised with for large events.

	Hazardous substances i.e. cleaning products, bleach etc.
	Site Supervisor/cleaner

Others who may use a cleaning product to clear up a spillage

Visitors who may accidently come into contact with substances
	Skin problems i.e. dermatitis, eye damage from direct contact with substances, breathing problems from vapours.  Accidental ingestion.
	· Mops, brushes and rubber gloves (Personal Protective Equipment) provided.

· Cleaning products classified as 'irritant' or above (i.e. corrosive etc.) replaced, where possible, with a milder product.

· Cleaner/Site Supervisor instructed on the safe use of products   i.e. follow users instructions, dilute properly, use in well ventilated areas and never transfer to unmarked containers.

· Records of instruction maintained.

· Cleaning products stored appropriately and securely.

· Minimum amount of cleaning products kept on site.

· A COSHH (Control of Substances Hazardous to Health) register is maintained comprising: Inventory of all products used together with material safety data sheets for each product and for items identified as a hazardous substance, or posing a risk to health, a completed individual COSHH risk assessment. 

	Electricity
	Parish Council members

Other hall users

rSite Supervisor/cleaner

Visitors

Contractors
	Users risk electric shock or burns from faulty equipment or installation.
	· Fixed installations correctly installed, maintained and repaired by qualified electrician.

· Fixed installation regularly inspected – legal requirement is for every 5 years.

· Safety plugs provided in sockets when not in use.

· New portable appliances (kettles, strimmer's, drills etc.) all carry the CE mark and are entered into an electrical items log book.

· Portable equipment visually checked by users before use.

· All Parish Council owned portable appliances (kettles, vacuum cleaners etc) PAT tested annually.

· Hall users know (via their hire agreement) that they are responsible for any equipment used on site.

· Users to be told where mains isolation switch is located.

· RCD (residual current devices) used where appropriate.

· Any extension cables to external appliances are suitably waterproofed and protected.

· Any cables are suitably covered or marked to prevent them being a trip hazard.

	Stored equipment  i.e. trestle tables, chairs, play equipment  etc
	Parish Council members

Site Supervisor/Cleaner

Volunteers

Hall users
	Users could be injured by collapsing stacks.
	· Nesting chairs stacked no more than *8 high.

· Nesting tables stacked no more than* 6 high.

· Users are aware. (Via the terms of the hire agreement) of the above requirements.

· Signage clearly displayed to remind users of the safe stacking limits.

· Collapsible tables and chairs secured to wall with securing straps.

*these figures may differ depending on the type of chair of table in use.

	Manual handling.  Movement of equipment, stage units, furniture, play equipment etc.


	Parish council members

Site Supervisor/Cleaner

Volunteers

Hall users
	Users may suffer strains, back pain etc. if they attempt to lift and carry equipment that is too heavy or awkward to handle.
	· Trolleys are available for use to move heavy equipment and all users are informed where they are kept and have access to them.

· Signage displaying correct lifting techniques clearly displayed.

· Gloves are recommended for use when moving or handling furniture and equipment.

	Asbestos.  May be present in older buildings in pipe lagging, boiler insulation, fire resistance etc


	Parish council members

Site Supervisor/Cleaner

Volunteers

Hall users

Contractors
	Inhalation of fibres due to disturbance of asbestos.
	· Asbestos survey conducted and report produced which indicates the whereabouts of any asbestos.

· Asbestos survey report available to all contractors.

· Warning signage displayed in areas where asbestos is present informing contractor and users not to disturb.

· Regular visual inspections carried out and recorded of condition of asbestos containing areas.

· In the event of a suspected disturbance of asbestos all users are informed to evacuate the premises immediately and contact the Site Supervisor.

· Removal of disturbed asbestos and cleaning of contaminated area(s) to be undertaken by a specialist contractor. 

	Fire


	Parish council members

Site Supervisor /Cleaner

Volunteers

Hall users

Contractors
	Fatality, serious burns, smoke/toxic fumes inhalation.
	· Fire risk assessment in place.

· Regular and recorded checks of means of escape routes.

· Safe condition (green with white pictograms) signage promulgated showing escape routes.

· Action on discovering a fire notices clearly displayed in the premises and included in the hire agreement and explained during new user induction.

· Appropriate fire extinguishers/hose reels in situ and checked regularly and serviced annually.

· Users are informed that they are responsible for the evacuation arrangements for any of their users with special needs.

	Hot weather conditions.


	Parish council members

Site Supervisor/Cleaner

Volunteers

Visitors members of the public
	Heat exhaustion,

Sunburn.
	· Adequate areas of shade available (under trees, in buildings, under canopies etc.).

· Regular breaks for marshals and volunteers running stalls and activities.

· Adequate first aid facilities in place.

· Reminders to the public about safe exposure to the sun over the PA system.

· Adequate supplies of drinking water available.

· All those involved in the event (volunteers, organisers, marshals etc)  are briefed  on the need to protect themselves against over exposure to the sun, how to spot the symptoms of heat exhaustion and the facilities in place on the day so that they can react to and manage situations if necessary.

	The use of bouncy castles and trampolines during events.


	Visitors

Children using the attraction
	Injury due to misuse of the attraction
	· Check the attraction providers have suitable safety arrangements in place i.e. risk assessments, method statements, records of equipment maintenance, proof of EU compliance and  public liability insurance. Carry out an assessment of the supervisory levels necessary.

· Restriction (height/age) on those who can use the attraction.

· Attraction to be securely anchored, particularly during windy conditions.
· Brief all relevant people on the importance of rigorous supervision.
· Clarify all areas of responsibility with outside organisations.

· Ensure there is signage stating any restriction of use.

· Ensure adequate marshals are available, allow for breaks.

· An events folder for appropriate documentation is held and is accessible to anyone who requires it;
· Websites e.g.  ROSPA (trampolines), British Gymnastics and  PIPA / HSE (bouncy castles or inflatables) are consulted for current guidance;
· Appropriate public liability insurance is put in place (min £5m indemnity).

	First aid provision


	Parish council members

Site Supervisor/Cleaner

Volunteers

Visitors members of the public
	Any of the injuries referred to in the risk assessment document
	· First aid needs risk assessment carried out to determine the level of first aid cover required.

· Sufficient trained first aiders (may be qualified volunteers or organisations such as St John's Ambulance) on site to deal with likely injuries.

· Sufficient first aid boxes, fully stocked with in date first aid items.

· Telephones available to call emergency services.  Access to landlines and mobile telephones available (mobiles fully charged with sufficient credit and good signal).

· Signage informing public where first aid is available is clearly displayed.

	Disposal of waste


	Parish council members

Site Supervisor/Cleaner

Volunteers

Visitors members of the public
	Vermin

Infestation

Public hygiene

Hazardous waste (light tubes, paints, oils etc.)

Slips and trips
	· Arrangements with local council for the disposal of any waste classed as hazardous i.e. light tubes, medical waste etc.

· Waste disposal procedures risk assessed.

· Sufficient waste disposal bags/containers available with arrangements for immediate collection or storage until refuse collection day.

· All relevant people to be briefed on arrangements.

· Arrangements in place to clear site of litter and refuge after event.

· Special containers for glass.

· Yellow medical disposal containers provided for needles/sharps.

· Safe procedure documented and shared with relevant personnel for the disposal of any sharps. 

	Access for emergency services


	Parish council members

Site Supervisor/Cleaner

Volunteers

Visitors members of the public
	Emergency vehicles being unable to access the venue/site.

Possible collision with people or vehicles
	· Ensure emergency exits for vehicles as well as pedestrians are signed appropriately and are accessible at all times.

· Ensure adequate number of traffic marshals are available to monitor and co-ordinate.

· Brief the event team and any external parties (caterers, attraction providers etc.) of the need to keep this route clear.

· Use traffic cones to mark out the area if possible.

· Arrange appropriate co-ordination with designated first aiders.

	Use of barbeques


	Parish council members

Site Supervisor/Cleaner

Volunteers

Visitors /members of the public
	Adjacent attractions/ tents/buildings etc catching fire.

Burns.

Food poisoning
	· Appropriate fire extinguishers available within easy access.

· Fire safety procedures to be made clear to the barbeque provider.

· The barbeque should not be located close to potential fuel sources i.e. wooden huts, canvas tents, area of long dry grass.

· Check that the barbeque providers are competent (a food hygiene certificate) and have the means of storing cooked and uncooked food hygienically.

· Frozen foods to be thoroughly thawed before cooking.

· Meats kept in cool box/refrigerator until needed.

· Cooked food to be kept separate from raw meat, - separate utensils to be used.

· Food to be cooked thoroughly and evenly.

· Access to toilets and hand washing facilities.



	Poor food hygiene


	Parish council members

Volunteers

Visitors /members of the public
	Food poisoning
	· Frozen foods to be thoroughly thawed before cooking.

· Meats kept in cool box/refrigerator until needed.

· Cooked food to be kept separate from raw meat, - separate utensils to be used.

· Food to be cooked thoroughly and evenly.

· Access to toilets and hand washing facilities.

· Signage to be promulgated that food (cakes etc) may contain nuts etc.

	Adverse/wet/windy weather


	Parish council members

Volunteers

Visitors/members of the public
	Slips/trips

Electrocution

Exceeding fire capacity of buildings
	· Consider alternative venues, possibly under cover.

· Assess on the day whether activities are safe to go ahead in wet weather i.e. bouncy castle or any attraction requiring electricity from a building via an extension cable.

· Make sure that if the event needs to be continued indoors the safe occupancy of the building is not exceeded.

· Ensure tents/marquees and bouncy castles and inflatable slides etc. are securely anchored.  Should winds get too high do not allow their use.

· Review the situation during the course of the event and make any necessary decisions as to the safety of attractions.

	Public disorder/security


	Parish council members

Volunteers

Visitors/members of the public
	Assault

Damage to property

Distress
	· 'Lost children' arrangements to be in place.

· Public address system to make announcements.

· Close liaison with local police.

· Highly visible presence of event marshals.

· No alcohol being served during the event.

· Procession routes cleared with local authority and police and arrangements made for any necessary road closures  and temporary diversions

	Toilet facilities


	Parish council members

Volunteers

Visitors/members of the public
	Lack of welfare arrangements, Public hygiene
	· Toilets in hall /school to be made available.  Signage informing the public to be clearly displayed and regular checks to be conducted to ensure that sufficient toilet tissue and hand soap is available.

· Additional mobile toilet(s) to be provided if required.

· Consider any special requirements for those attending the event e.g. disabled access, additional containers for nappy disposal, etc.

	Firework displays


	Parish council members

Volunteers

Visitors/members of the public
	Burns, Fire, hit by moving objects, trips, damage to property
	· Designated personnel proved to oversee all aspects of the event including purchase of fireworks, identification of the firing area and general safety of spectators and all personnel involved

· Firing area, fall out area, safety area and spectator zone clearly marked out in accordance with HSE guidance (follow link):  http://www.hse.gov.uk/pubns/priced/hsg124.pdf
· Display area is clear from overhead power lines.

· Fireworks stored safely and securely until required.

· Local Emergency services (Fire, Police, and Ambulance) to be informed of event.

· Local airfield to be informed if aerial displays to be organised e.g. fireworks.

· Bonfire a minimum of 15 metres from any building, public right of way etc.

· Contingency plans in place to change fall out area and spectator zone in the event of a strong wind blowing towards the spectator zone.

· Barriers and marshals in place to control the crowd.

· Klaxon available to sound all clear.

· Radios available for marshals.

· Sufficient and appropriate fire extinguishers in place.

· First aid facilities in place and access for emergency services kept clear.

· Inform local residents of the event and advise them to keep pets indoors between the hours of the display.

Additional advice available from

· http://www.fireworksafety.co.uk/fws2010/?page_id=11
· https://www.gov.uk/fireworks-the-law  

	Fairground style rides


	Parish council members

Volunteers

Visitors/members of the public
	Slips, trips, falls, lacerations, traps, collisions, hit by object, electric shock, etc.
	· Competent operators e.g. local authority approved.
· Safety certificates in place.

· Ride sited safely on level, firm ground and situated so as not to block access routes, pose trip hazards with cables etc.

· Check the attraction providers have suitable safety arrangements in place i.e. risk assessments, method statements, records of equipment maintenance, proof of EU compliance and adequate public liability insurance cover (minimum £5,000,000 indemnity).

· Carry out a risk assessment of the supervisory levels necessary.

· Restriction (height/age) on those who can use the attraction.

· Attraction to be securely anchored, particularly during windy conditions.

· Brief all relevant people on the importance of rigorous supervision.

· Clarify all areas of responsibility with outside organisations.

· Ensure there is signage stating any restriction of use.

· Ensure adequate marshals are available, allow for breaks.

· Folder in place for event documentation.

· Compliance with advice given by the HSE.

NB all of the above should be provided by the attraction provider.

	Parade floats


	Parish council members

Volunteers

Visitors/members of the public
	Collision

Fall from height (from lorry flatbed etc.)
	· Floats to be roadworthy (M o T, taxed, insured).

· Floats to be driven by person with appropriate driving licence.

· Drivers to be briefed on route and maximum speed limit to be observed.

· All displays on floats to be secure and inspected prior to the procession setting off.

· If carrying people suitable guards and restraints should be secured to ensure that they do fall off.

· Non-flammable materials should be used to make up the display

	Noise


	Parish council members

Volunteers

Visitors/members of the public


	Stress

Temporary or long term Hearing damage
	· For noisy attractions and events (i.e. loud music or fairground rides, live bands etc) consideration to be given to the wellbeing of local residents; particularly if operating/playing into the evening.

· Consider rotating staff who may be stationed near the source of loud noise attractions to minimise exposure.

· Consider if the noise is likely to affect the ability to convey any emergency announcements to the public (such as the need to evacuate the area, or lost children announcements).

· If indoors consider having a noise meter fitted to alert when the noise exceeds an acceptable level.

	Hazardous debris (needles, broken glass, sharp objects, animal faeces etc)


	Parish council members

Volunteers

Visitors/members of the public
	Needle stick injuries, cuts/lacerations, infection from infected needles etc.

Toxicariasis  (partial blindness cause by dog faeces)
	· Volunteers to do a sweep of the area prior to stands and attractions being set up.  

· Volunteers to be issued with leather working gloves and trigger grip reaches (litter pickers).

· Yellow medical waste containers to be available to dispose of sharps/used needles.

· Hard containers/bins to be available for the disposal of broken glass etc.

· Any accidents resulting in hazardous debris i.e. (bottles being dropped and broken,) to be coned off and cleaned up immediately.

· Any hazardous debris to be disposed of appropriately.

· Sanitised plastic bags available for the collection of faeces.

· Hand washing facilities / sanitising gel available for staff to clean hands.

	Animals dog showing/dog trials/petting areas/donkey rides/birds of prey/chicks etc


	Parish council members

Volunteers

Visitors/members of the public
	Animal bites, kicks, crushing, infection, allergies from petting,
	· Any animal attractions to be organised by competent person.

· Attraction to be supervised to prevent people distressing the animal(s) which may cause them to bite or scratch.

· Animal pens to be appropriately secure.

· Animal welfare standards to be met – advice may be obtained from veterinary surgeon or RSPCA/RSPB.

· Warning signage to be clearly displayed.

· Antiseptic hand wash to be readily available and kept topped up for all persons (staff and public) who come into contact with the animals.

	Erecting tents/awnings etc


	Parish council members

Volunteers

Visitors/members of the public
	Manual handling injuries

Crush injuries (should the tent etc collapse
	· Large marquees to be hired from a competent provider and erected and taken down by them.

· Other tents etc. to be self- erected should supervised by a competent person with sufficient help.

· All tents/awnings etc. securely anchored.

· Tent pegs/pickets and guy ropes to be regularly inspected to check for integrity.

· Guy ropes not to stray into walkways.

	Children's play equipment slides, seesaws, climbing bars, roundabouts etc,


	Visitors/members of the public 

Children

Unauthorised users 
	Falls from height

Slips/trips

Collision

Traps 

Sprains/strains
	· Regular and recorded inspections carried out.

· Any item found defective either removed or cordoned off immediately and signage displayed informing that it is not in use.

· Maintenance carried out by a competent person according to manufacturers/installers instructions.

· Repairs carried out by a competent person as soon as possible after the defect has been identified.

	Reporting of hazards


	Parish council members

Volunteers

Visitors/members of the public
	Injury due to hazard or near miss remaining unreported
	· System in place for the reporting of hazards.

· All participants briefed in the system in place for the reporting of hazards.

· Hazard to be removed if possible; otherwise enclosed (tape/cones etc) until it can be removed.

	Use of unfamiliar buildings
	Parish council members

Volunteers

Visitors/members of the public
	Injury or ill health brought about due to the facilities or equipment used in an unfamiliar building  
	· Please refer to the checklist called "Use of an Unfamiliar Building" which provides an overview of the issues that should be considered when using an unfamiliar building to hold an event.


	PART C:  ACTION PLAN  Further action / controls required 

	Hazard
	Action required
	Person(s) to undertake action?
	Priority
	Projected

time scale 
	Notes / comments 
	Date

completed
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