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	Event Risk Assessment Form

	Event: 
	Organiser: 
	Date of Event:

	Venue: Garden Lobby, Scottish Parliament
	
	

	Hazards Identified
	Persons at Risk
	Risk – High, Medium or Low
	Measure to Control Risk
	Person to Action
	Date completed

	













	
	
	
	
	

	Name Of Assessor: tbc


	e-Signature:                                                                                     Date: 



Please return completed form to: Scottish Environment LINK, Head office.

Guide to Completing Risk Assessment
As part of LINK’s Public Liability insurance when organising an event which is held outwith LINK offices (e.g. training session, Congress etc.) to which individuals outwith LINK’s own employees will be invited, a Risk Assessment must be completed prior to the event and returned to the Office Manager to retain on file.  If it is not possible to attend the event prior to the actual day, this should be completed on arrival and returned ASAP thereafter.  

Generally all events will be low risk with the venues themselves having responsibility for completing Risk Assessments and having in place their own public liability insurance, and in the event of an accident occurring, generally the venue would be responsible.  However, we too have a responsibility for ensuring both that the venue is fit for the purpose of our event (is it large enough, enough seats, accessible etc.) and for checking that anything we provide, or any changes we make to a venue (for example moving chairs and desks around) does not create a hazard and for this our own LINK risk assessment should be completed. Further examples of the types of actions that may create a hazards include – 

· Changing the layout of a room (resulting in a fire door becoming blocked) 
· Pull up banners not correctly erected and at risk of toppling over and injuring someone
· Providing equipment such as our laptop, data projector etc. which are not in good order - for example frayed cables 
· Setting up our own equipment and not ensuring we have tided away any trailing cables 
· Did we bring in any boxes/equipment which if left out, could be a trip hazard?
· Are there any moving and handling concerns when setting up the room – are there sufficient people to lift and carry heavy items (refer to Manual handling information sheet)

We also have a responsibility before an event commences to let those attending know the fire evacuation procedures and you should take a few minutes on arrival to familiarize yourself with these.

Detailed below is a Step by Step Guide to successfully completing a risk assessment (it is anticipated this should only take approximately 5 minutes to complete) and 2 sample risk assessments.





Step 1 - Spot the Hazards
Think about the hazards relating to the individual activities and don't forget any equipment. A hazard is something with the potential to cause harm. Only note hazards that could result in significant harm. In addition to the potential hazards detailed above the following should also be taken into account:
· Is there suitable and sufficient lighting heating and ventilation?
· Are fire signs displayed and are all fire exits unlocked with free access?
· Is there sufficient seating available for all those attending?
This list is by no means exhaustive, so you should consider what hazards will be presented at your event.
Step 2 - Decide if someone could be harmed and how
For each hazard identified, list all those who may be affected. Do not list individuals by name, just list groups of people. The following should be taken into account:
· Employees.
· Attendees at event.
· Volunteers.
Step 3 - Work out the risks
The extent of the risk arising from the hazards identified must be evaluated and existing control measures taken into account. The risk is the likelihood of the harm arising from the hazard. You should list the existing controls and assess whether or not any further controls are required. 
Further action necessary to control the risk:
Classify risks into high, medium and low.  See examples given in sample Risk Assessment Form 




For each risk consider whether or not it can be eliminated completely. If it cannot, then decide what must be done to reduce it to an acceptable level. Consider the following:
· Removal of the hazard.
· Preventing access to the hazard e.g. by guarding dangerous parts of machinery.
· Implementing procedures to reduce exposure to the hazard.
· Finding a substitute for that activity/machine etc.
Step 4 - Record your findings
You will need to complete the Risk Assessment. The form should be used to record all significant hazards, the nature and extent of the risks, and the action required to control them. Send this in to the Perth Office.  

Step 5 - Review and revise
If the nature of the risks change during the planning of the event, the risk assessment will need to be reviewed and updated.
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	SAMPLE  1       Event Risk Assessment Form

	Event:  Advocacy training
	Organiser:  Lisa Webb
	Date of Event:  15th July 2018

	Venue: The Melting Pot
	
	

	Hazards Identified
	Persons at Risk
	Risk – High, Medium or Low
	Measure to Control Risk
	Person to Action
	Date completed

	Fire door blocked with boxes



Cable on laptop damaged



Lack of seating





	All attendees



LINK Staff/Guest using laptop

All attendees
	High



Medium



LOW

	Move boxes to a safe place to allow free access to the fire door prior to event starting.

Isolate machine and request one on loan until cable can be replaced.

Confirm attendee numbers in advance and discuss with venue additional seating (or change to larger room if possible)
	Assessor & Venue



Report to AOA or OM to source new cable 


Event organiser
	

	Name Of Assessor:  Karen Paterson


	Signature     K Paterson                                                                    Date:  5th July 2018



[bookmark: _Hlk3365883]Please return completed form to: Scottish Environment LINK, Head office.
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	SAMPLE  2       Event Risk Assessment Form

	Event:  Network meeting
	Organiser:  Jen Anderson
	Date of Event:  15th November 2015

	Venue: Sport Scotland
	
	

	Hazards Identified
	Persons at Risk
	Risk – High, Medium or Low
	Measure to Control Risk
	Person to Action
	Date completed

	No risks identified, no LINK equipment provided.








	
	
	
	
	

	Name Of Assessor:  Jen Anderson


	Signature     J Anderson                                                                                                                                      Date:  15th November 2015



Please return completed form to:  Scottish Environment LINK, Head office.
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