events pack
risk assessments

You should carry out a risk assessment for your event. Whilst this is a legal requirement if you are a professional event organiser i.e. an employer/self-employed, it is good practice for all organisers. The Council may want to see evidence that you have carried out an assessment before giving you permission for the event to take place. (Please note that the Council do not ‘approve’ risk assessments.)
The following is a brief summary based on HSE’s “Five steps to risk assessment” booklet which is available free to down load from: http://www.hse.gov.uk/risk/fivesteps.htm 
What is a risk assessment?
A risk assessment is simply a careful examination of what could cause harm to people, so that you can weigh up whether you have taken enough precautions or should do more to prevent harm. Don’t overcomplicate the process. The risks are usually well known and the necessary control measures are easy to apply. The best approach is to treat the assessment just as a part of organising the event as a whole and start early. 

Step 1 Identify the hazards 

· walk around the site and look at where attractions are going to be sited
· run through the issues outlined in the at paragraph 3 – Organising and planning the event, in the ‘General Information’ part of this pack and consider what may go wrong at your event and/or harm people

· ask your co-organisers what they think. Two heads are better than one. They may notice things that are not immediately obvious to you
Step 2 Decide who might be harmed and how 

· for each hazard you need to be clear about who might be harmed; it will help you identify the best way of managing the risk. That doesn’t mean listing everyone by name, but rather identifying groups of people (e.g. ‘stewards’ or ‘the public’)
· in each case, consider how they might be harmed, i.e. what type of injury or ill health might occur. For example, the public may be hit by moving vehicles unless they are effectively excluded from set-up areas
Step 3 Evaluate the risks and decide on precautions 

· having spotted the hazards, you then have to decide what to do about them. You must do everything ‘reasonably practicable’ to protect people from harm
· if you cannot get rid of the hazard altogether, you should control the risks so that harm is unlikely, by applying the principles below:
· try a less risky option (e.g. use low voltage electricity where possible)
· prevent access to the hazard (e.g. by routing electric cables away from pedestrian areas)
· reduce exposure to the hazard (e.g. put barriers between pedestrians and traffic)
Step 4 Record your findings and implement them 

· unless the risks are very simple to evaluate and control you should write down your findings and actions
· keep records simple, but remember that you need to be able to show that a proper check was made; you considered who might be affected; you dealt with all the significant hazards, taking into account the number of people who could be involved; the precautions are reasonable; and the remaining risk is low 
Step 5 Review your risk assessment and update if necessary 

· go through your assessment again before the event

· look at your previous risk assessment if you have organised similar events previously – are there lessons to be learnt from accidents or near misses?
· have there been any changes? 
· are there improvements you still need to make? 
· have your co-organisers spotted a problem? 
Example of a risk assessment

Event name: Family Fun Day

Date: 20th July 2014
Assessor: Ivan Event






Date: 1st July 2014
	What are the hazards?
	Who might be harmed and how?
	What is already in place?
	What further action is necessary?
	Action by who?
	Action by when?
	Done

	Vehicle movement
	Pedestrians could suffer serious injury if struck by vehicles.
	Entrance/exit to car park clearly marked.

Car park well lit.


	Apply 5mph speed limit to car park – provide signs.

Closed to public until all site vehicle movements have stopped.

Visitor parking controlled by marshals wearing high-visibility vests.

Trader’s vehicles not allowed to move once event has started.
	
	
	

	Electricity
	Users risk electric shocks or burns from faulty equipment or installation. 
	RCD protective devices already fitted to electrical supply.


	Competent person to check all electrics.

Equipment & cables to be routed out of public areas wherever possible.

Weather protection to all electrical equipment.
	
	
	

	Manual handling
	Helpers may suffer back injuries when moving items over long distances. 
	Nothing.
	Provide trolleys.
	
	
	

	Trips & slips
	All visitors to the event – but especially elderly & those carrying heavy items during set-up and clearing away
	Site is level and even with no potholes.
	Pre-event check to remove any waste/loose material. 

Any cables crossing pedestrian areas to be buried or flown at high level.

Information about correct footwear to all helpers.


	
	
	


Event risk assessment form
Event name: 
Date:

Assessor:






Date:

	What are the hazards?
	Who might be harmed and how?
	What is already in place?
	What further action is necessary?
	Action by who?
	Action by when?
	Done
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