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LFA Organiser:                                    						     Date of risk assessment:    Risk Assessment example 1 
     We have started off the risk assessment for you by including a sample entry for a common hazard to illustrate what is expected.
     The sample entry is taken from an office-based business, look at how this might apply to your business, continue by identifying the hazards that are the real   
     priorities in your case and complete the table to suit. You can save and print this template so you can easily review and update the information as and when required. 


	What are the hazards?

	Who might be harmed and how?
	What are you already doing?
	Do you need to do anything else to control this risk?
	Action by who?
	Action by when?
	Done


	[bookmark: _Hlk264467094]Example: Slips and trips
	Staff and visitors may be injured if they trip over objects or slip on spillages.
	General good housekeeping is carried out.
All areas well lit, including stairs.
No trailing leads or cables.
Staff keep work areas clear, eg no boxes 
left in walkways, deliveries stored immediately.   
	Better housekeeping in staff kitchen 
needed, eg on spills.

Arrange for loose carpet tile on second floor to be repaired/replaced.

	All staff, supervisor to monitor
Manager

	From now on


xx/xx/xx

	xx/xx/xx


xx/xx/xx


	Example:  Traffic on walking tour
	Example: The tour is mostly on wide pavements away from the traffic.  However at one section the group needs to cross a busy road on the corner of Tottenham Court Road and Oxford Circus with limited pavement space
	Example: As part of welcome to guests, briefing given at beginning of tour to warn about traffic at specific locations and the need to be aware of surroundings.  
	Example: Tour can be re-routed to avoid busy junction if pavement is particularly busy. Tour leader to walk route in advance at same time of day to assess route.  If numbers on tour exceed 15 a second team member to accompany group. 
	Tour leader
	Before tour
	xx/xx/xx




	Example: Covid prevention

	Example: Transmission of the Covid-19 virus between participants or organisers through surface contact or aerosol dispersal. 
	Example:  We have limited the number of people participating to 30 (usual capacity of the outdoor space would 60). Chairs for the audience will be dispersed. Toilets are cleaned before and after the event and are well ventilated.
	Example: If attendees are obviously not following covid-precautions, they will be asked to leave. 

	Example: Lead organiser
	Before event
	



	Name of Individual or Organisation running event: 
	          

	Who has overall and final responsibility for health and safety issues?
	

	Who has day-to-day responsibility for ensuring this is put into practice?
	

	
	

	Location of your event:
	

	Have you used this venue or held and event in this location before? What general guidance or information have you be aware of by the owners/mangers?
	


	What is the total capacity of the venue? 
And what will you do if you reach capacity?
What reduced capacity limits have you put in place to improve social distancing? 
	

	Does the venue itself present any particular risks to staff or public?  
If so, how will you mitigate this?  
	e.g. ventilation, hand sanitizers, one way systems, moving furniture to allow for safe movement of wheelchairs

	Is there a team helping you? 
If so, when will you brief them and run through the event and what key issues do you need to raise?
	

	Are there any insurance requirements for this event? 
	e.g. public liability, professional indemnity, cancellation?

	Where can the following be found:
1. Emergency Exits. (And if available: 2. Health and safety law poster, 3. First-aid box, 4. Accident book)
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     You may find this alternative template useful to structure your risk assessment.								   	
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