	Activity / Operation/ Event:         Regional Hub Social Meetings
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	Step 1


	Step 2
	Step 3
	Risk Rating
	Step 4
	
	Step 5 

Action & Review
	

	Identify the hazards
	Who might be harmed & how?
	What are you already doing?
	
	Is anything further needed?
	Action required
	Responsible person
	Date completed

	PUBLIC SPACES / VENUES
	Everyone
	We are using public spaces and are not organising formal events. Attendees are made aware that 21 Together cannot be held responsible for the maintenance of public spaces.

	LOW
	
	
	
	

	Slips, trips, falls due to uneven surfaces, debris or wet conditions
	Everyone
	Parents are responsible for their own children at all times. This is made clear before every event.

Well known venues are selected so many attendees should be familiar with the area
	Low
	
	
	
	

	Playground equipment related injuries

	Children
	Parents are responsible for their own children at all times. This is made clear before every event.

Encourage parents to actively supervise their children and promote safe play practices
	Low
	
	
	
	

	Allergic reaction to plants or insects

	Everyone
	Parents are responsible for their own children at all times. This is made clear before every event.

Advise attendees to wear or bring insect repellent where appropriate
	Low
	
	
	
	

	Allergic reaction to food

	Everyone

	All attendees are advised to provide their own food. 
Any food shared between families is at the parents own risk and they are encouraged to share any dietary restrictions where appropriate
	Low
	
	
	
	

	Inadequate supervision leading to accidents or lost children

	Children

	Parents are responsible for their own children at all times. This is made clear before every event.
Clearly marked meeting points will be shared and announced regularly.
	Low
	
	
	
	

	Ponds and lakes:

Falling and drowning; slippery or unstable surfaces near the water
	Children

	Parents are responsible for their own children at all times. This is made clear before every event.

Highlight any hazardous areas and encourage parents to actively supervise their children near water bodies
	Low
	
	
	
	

	Sunburn or heat related illnesses

	Everyone

	Parents are responsible for their own children at all times. This is made clear before every event.

Promote wearing hats, sunglasses, suncream and to carry water when out in hot weather.
	Low
	
	
	
	

	Potential overcrowding

	Everyone

	Many events will be in a public space, which could be busy.
This will need to be monitored on an induvial basis and changes to location made as needed
	Low
	
	
	
	

	Waste management

	Everyone

	Ensure no waste is left in the occupied space upon leaving using relevant waste and recycling bins provided or taking it home with them upon leaving.
	Low
	
	
	
	

	COVID-19 infection

	Everyone

	Events held outside or in well-ventilated spaces

Any changes to government guidance will be reviewed and shared before events
	Low
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	Step 1

What are the hazards?
	Step 2

Who might be harmed and how?
	Step 3

What are you already

doing?
	Risk rating
	Step 4

Is anything further needed?
	Step 5 

Action & Review



	Spot hazards by:

· walking around your workplace

· asking those doing the task what they think

· checking manufacturers’ instructions

· considering health hazards
	Identify groups of people, consider: 

· employees

· temporary / agency staff

· contractors

· volunteers

· members of public

· children (including work experience)

· lone workers

· pupils

· service users
	List what is already in place to reduce the likelihood of harm or make any harm less serious, examples include: 

· guarding

· training

· procedures, safe systems of work

· personal protective equipment (PPE)
	Trivial, low, medium, high or stop (please see matrix below)
	You need to make sure that you have reduced risks ‘so far as is reasonably practicable’. 

An easy way of doing this is to compare what you are already doing with good practice. If there is a difference, list what needs to be done.
	Remember to prioritise. Deal with those hazards that are high-risk and have serious consequences first.

List:

· actions required

· who needs to do them

· by when

· Check actions completed


Risk rating

	
	Slightly harmful
	Harmful
	Extremely harmful 

	Highly unlikely
	Trivial risk
	Low risk
	Medium risk

	Unlikely
	Low risk
	Medium risk
	High risk

	Likely
	Medium risk
	High risk
	STOP

	Risk level
	Action and Timescale

	Trivial
	No action required and no documentary record needs to be kept.

	Low
	No additional physical control measures are required, however monitoring is necessary to ensure that the controls are maintained.

	Medium
	Efforts should be made to reduce the risk and the reduction measures should be implemented within a defined period. Where the medium risk is associated with extremely harmful consequences, further assessment may be necessary to establish more precisely the likelihood of harm as a basis for determining the need for improved control measures.

	High
	Work should not be started until the risk has been reduced to an acceptable level. Considerable resources may be allocated to reduce the risk. Where the risk involves work in progress, urgent action should be taken.

	Stop
	Work should not be started or continued until the risk has been reduced to an acceptable level. If it is not possible to reduce risk even with unlimited resources, work has to remain prohibited.


              Risk Assessment Form – The 5 steps approach











Risk Assessment Form – The 5 steps approach explained








