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	TASK /ACTIVITY / PROCESS DESCRIPTION:
	Managing Indoor Event
Specific information should be added here i.e. type of event, number of attendees, staffing numbers, date(s) etc.  
	DEPARTMENT/ SERVICE:
	Generic

	LOCATION:
	Specify venue
	REFERENCE:
	



	TYPES OF INJURY / LOSS / ILL HEALTH
This should include injuries, acute and chronic ill health, psychological harm etc. For example, burns, fractures, bruising, lacerations, punctures, vibration white finger, occupational dermatitis, stress.
	Crushing injuries, bruising, fractures, infections, burns, sudden illness, manual handling injuries

	FOR EACH HAZARD, PLEASE IDENTIFY THE PERSON AT RISK (direct and indirect)
Consider those especially vulnerable (young/inexperienced workers, members of the public, school pupils, the elderly, residents and contractors). 



	
	HAZARD / SOURCE OF HAZARD
	PERSONS AT RISK
	CURRENT CONTROL MEASURES IN PLACE
	Severity Rating
(1 – 5)
	Likelihood Rating
(1 – 5)
	Risk Rating
L/M/H
(1 – 25)

	1
	Emergency situation 
Caused by fire, crushing, terrorism 

	Staff
Contractors
Volunteers
Public
	· Event staff/contractors/volunteers/ should have a pre-event talk through detailing the steps to take in the event on an emergency.
· A pre-event walk around must be carried out to identify new potential hazards and to ensure the venue and event is set up safely. 
· Staff must be familiar with the evacuation procedure specific to the venue and staff allocated areas to monitor and evacuate as appropriate.  
· The PA system, loudhailer or a loud voice would be used to inform public in the event of an emergency and advice of the actions required.
· Emergency access routes must be kept clear for the duration of the event.  
· The fire service/police/ambulance will be summoned on ‘999’ as appropriate. 
	5
	1
	5 (L)

	2
	Overcrowding 
Resulting in crushing injuries, anxiety, sudden illness, suffocation, 
	Staff
Contractors
Volunteers
Public
	· Audience numbers will be appropriate to the size and capacity of the venue – maximum ticket sale/ occupancy should not be exceeded. 
· Venues will be set out to ensure that access/ egress is fully accessible and walkways kept clear are all times. 
· There are sufficient exit points that will allow audiences to exit the venue quickly in the event of an emergency and there is no chance of bottlenecks forming.
· Event staff/volunteers will be present at strategic locations to monitor the audience and help provide direction where required.
· In event of any risk identified of crushing, event staff are notified and announcement made to direct the audience appropriately. 
· Where required the event will be halted until it is safe to continue.
· A suitable number trained First Aiders will be available for all events. 
· In the event of serious injury, First Aiders will be summoned to attend the incident and 999 called immediately
	4
	2
	8 (M)

	3
	Fire
Faulty equipment, inappropriate use, deliberate fire starting. 


	Staff
Contractors
Volunteers
Public
	· Buildings used for events will have an up to date fire risk assessment and comply with all the recommendations. 
· Event staff will be trained in the Evacuation procedure for each building and the operation of the Fire panel. 
· Electrical equipment must have a current Portable Appliance Test.
· Electrical equipment must be visually inspected prior to use – before day of event.  Where a fault is identified the item of equipment must not be used.
· Extinguishers are provided at identified locations throughout the venue and have signage stating the type of extinguisher.
· A pre-event walk around must be carried out to identify any potential fire hazards and ensure that all exits routes are clear. Daily means of escape checklist must be completed.
· Combustible waste will be monitored during the event and disposed of, as required. 
· Strictly no smoking in venues. 
· Where required the fire service will be summoned on ‘999’.
· Emergency access routes must be kept clear for the duration of the event.
	5
	1
	5 (L)

	4
	Contact with Electricity 
Caused by faulty or damaged equipment, inappropriate use of equipment.

	Staff
Contractors
Volunteers
Public
	· Owned and hired electrical equipment must have a current Portable Appliance Test.
· External companies using the venue must have current certification, i.e. PAT certificate for equipment brought in
· Electrical equipment must be visually inspected prior to use – before day of event.  Where a fault is identified the piece of equipment must not be used.
	4
	1
	4(L)

	5
	Disorderly conduct
Caused by violence and aggression, audience trouble / vandalism, persons under the influence of alcohol or illegal substances.

	Staff
Contractors
Volunteers
Public
	· Event staff/contractors/volunteers will attempt to de-escalate a situation, where possible but without putting themselves at risk. 
· Staff should be provided with appropriate Conflict Management training. 
· Staff should familiarise themselves with the Violence and Aggression policy, Do’s & Don’ts and the violence & aggression risk assessment. 
· Staff should remain in contact with each other and have radios to summon assistance, where required. 
· Where required, groups or individuals acting unsociably will be politely requested to leave the venue. 
· Any persons suspected of being under the influence or, in possession of illegal substances, will be asked to leave the venue. 
· All bar staff undertake mandatory training to safely serve alcohol to the public.
· Persons who have had excessive amounts of alcohol will not be served any more.
· Where a situation escalates, the Police will be called on ‘999’.
	3
	2
	6(L)

	6
	Manual Handling 
Caused by twisting, turning, lifting and lowering. 

	Staff
Contractors
Volunteers
Public
	· Event staff/contractors/volunteers must not exceed their lifting capacity.
· Shared lifting must be practiced where possible – summon assistance where required.
· Where practical, use a mechanical lifting aid, e.g. a sack barrow, pallet truck etc. 
	3
	2
	6(L)

	7
	Equipment failure 
Caused by collapse, faulty equipment, and inappropriate use. 

	Staff
Contractors
Volunteers
Public
	· A pre-use visual inspection must be carried out of all equipment used as part of the event.  Where a fault is found the equipment must be removed from use until repaired or replaced.
· Safe use of equipment is demonstrated to event staff and volunteers who are using equipment for the first time. Toolbox talks are carried out where necessary. 
	4
	1
	4 (L)

	8
	Accident/ Illness
Accident or unexpected illness, underlying health conditions.

	Staff
Contractors
Volunteers
Public
	· Event staff/contractors/volunteers will notify the relevant person of any existing illnesses or injuries which could impact their ability to carry out their duties in advance of the event taking place. 
· Any accidents/ sudden illness during an event will be communicated immediately to the relevant person in charge. 
· First Aiders will be located on site, staff members who have First Aid training will be identified in the safety briefing.
· Where required further assistance will be summoned on ‘999’.
· Emergency access routes must be kept clear for the duration of the event
· All Incidents will be reported and recorded on the SHE system. 
	4
	2
	8(M)

	9
	Slips, trips and falls 
Trip Hazards, poor surface conditions, poor housekeeping, wet/slippery surface

	
	· Buildings are inspected at the start of day by staff as part of the Premises Checklist.
· A walk around of the venue will be carried prior to event starting to confirm that all areas are clear and safe. 
· All areas must be appropriately lit 
· Cables will be placed away from walkways as far as possible or covered using cable cover. High viz markings are added to ensure clearly visible, where required.
· Good housekeeping practices must be followed by all staff at all times.
· Any spillages should be cleaned up as soon as possible – wet floor signage should be placed as appropriate 
· Event staff//volunteers are advised to wear appropriate footwear.
	3
	2
	6(L)

	10
	Hazardous Substances
Caused by illegal substances, allergic reactions, needle stick finds 

	
	· Cleaning products must be handled and stored according to the information provided on relevant COSHH risk assessments
· Event staff/contractors/volunteers must wash hands before eating or smoking and regularly throughout event.
· Any suspected illegal substances found during an event will be stored safely and reported to the police.
· Staff should follow the guidance within the Sharps protocol and only persons who have appropriate training/ instruction will remove any needles which are found.
· Where required a sharps box will be available and appropriate equipment, i.e. gloves, grabbers, etc., must be provided.
· Any vendors/ food served on site must provide nutritional information about food allergens.
· First aid trained staff available on site. 
· An ambulance will be summoned on ‘999’, where required.
	3
	2
	6(L)










	
	ADDITIONAL CONTROL MEASURES 
	Severity Rating
(1 – 5)
	Likelihood Rating
(1 – 5)
	Final Risk
Rating
L/M/H
(1 – 25)
	Actioned By
(Print Name)
&
Target Date
	Date Control(s) implemented
	Sign to Confirm

	1
	
	
	
	
	
	
	

	2
	
	
	
	
	
	
	

	3
	
	
	
	
	
	
	




	ASSESSOR(s) PRINT NAME/JOB TITLE:
	Greig Russell
Strategic Lead: Lifestyles
	ASSESSOR(S) SIGNATURE:
	[image: ]
	ASSESSMENT DATE:
	Sept 25

	MANAGER PRINT NAME/JOB TITLE:
	Jackie Biggart
Director: Centralised Activities
	MANAGERS SIGNATURE:
	[image: ]
	REVIEW DATE:
	Sept 25










image1.png
3 @ O [/ signaturepdf

C @ (@ File | C/Users/russellg/Desktop/Signature.pdf

L= V' Draw

€

x |+

Read aloud

of 1

14:31

11/09/2023

X
i Home
cut - = Dind -
r ggc (Arial fn KA e b 20 9 aaBbCcl AaBbCcl AaBbCcl AaBbCcl AaBbCcl AaBbC AaBbCCD: 4aBhCeD: AaBbCeDe 1aBbCcD. AaBbCD AaBbCcL AsELCCL AABBCCL AABBCC AaBbCel AaBbCeL o Reph
& Copy 3% Replace
RD 2 B I U -abeX, X w.A- 1= ~ | 1Caption THeading1 Heading2 TNormal 1 NoSpac Title Subtile  SubtleEm.. Emphasis IntenseE..  Stong Quote Intense Q... Subtle Ref... IntenseRe.. BookTitle T List Para. SO
o o Format Painter
Cipboard 3 Fon 3 Paragraph syes sy | A
. N T T TR SERT SRR SURTSNRTSRRCERRERNRERN] AR RNRE RN RN RRRE IRRC RN AN IR RN TR IRRT N
p Sishire
019 Sare Give details of the reason for your absence, "illness, "unwell’, "sick" is not
owions SELF CERTIFICATION C © sufficient.
B PERIABS/ | Sciatica — sharp pain and spasms down right leg. Unable to sit for any length of
R When absent, notify your Supervisor immediately giving reason for absence and time, or drive.
- likely duration of absence. If injured at work, give date and details of the accident, including date of entry in
N PART I: Complete on return and obtain Supervisor's signature. Accident Book or Register.
. NOTE  For absence of 7 calendar days or less, only this form requies o be If you have visited your Doctor or a Hospital during your absence, please state:
- submitted, where absence continues beyond 7 calendar days, this form Date
- requires to_be submitted together with a National Insurance Doctor's
B Statement (Fit Note). Doctor's Name
. Address.
. EMPLOYMENT ress
Ad
N Department  Leisure at the Heart. vice
- Location Visitor Centre, Dean Castle Country Park NOTE: Direct contact between East Ayrshire Leisure Trust and Doctors can
. Employee No. 5001249 only take place through Corporate Services.
- EMPLOYEE DECLARATION
B s « | declare that the above statement is true and accurate to the best of my
2 urname nox knowledge. | understand that to give false or misleading information can result in
- First Name(s) Jane.. disciplinary action may cause dismissal.
: Home Address 25 Glen Orrin Avenue, Kilmarnock, KA2 OLR . e
National Insurance No. NS560420D .. Ofxm ‘jS
Signature wl w2
i PERIOD OF SICKNESS I declare that | have discussed the above with the employee.
First Day of Sickness (day and date) Monday 4 September 2023. Supervisor's Signature
*Last date of Sickness (day and date) Friday 8 September 2023.
| Previous sickness Report Date (day, month & year)
H * Leave blank if absence is continuing beyond 7 calendar days and this form .
B is submitted with Doctor's Statement (Fit Note). rom
R To:
Part 2 Submit completed form to Corporate Services, HR, Dower
= House, Dean Castle Country Park, Kilmarnock in a sealed envelope
marked ‘Private & Confidential’.
317 ® - 1 + 110%
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LIVING YOUR BEST LIFE




