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Organisers of events have a legal responsibility to ensure the Health, Safety and Welfare of employees, contractors, volunteers, artists and the audience.  Additionally they must comply with environmental law (No unnecessary hazardous smoke releases or excess noise etc.) The aim is to ensure that your event goes according to plan without any unexpected incidents.  You can never guarantee that an accident will not happen but careful planning can reduce the likelihood of it happening and help you deal with it if it does occur.

You must first identify all the significant hazards associated with the event and decide how much risk they represent.  Remember that two or more single hazards might become a major hazard if they were to occur at the same time.  Events with the most obvious risks include fireworks, bonfires, flashing lights, lasers, chemicals, animals, large crowds etc.
Then, having identified the hazards, you must eliminate them entirely or, where it is reasonable to do so, reduce / control them to an acceptable level.
The larger and more complex an event is, the more likely it is for an accident to happen, but do not think that smaller events do not have serious risks.  They do, and as the event organiser it is your responsibility to find and control those risks. When you employ contractors, they should also do a risk assessment of their own and give you a copy.
There is no “correct” way to write a risk assessment but whichever way you choose you must be able to show, in writing, that you have considered all the significant hazards and that you have eliminated them or reduced the risk of them happening.  A suggested format is included in the application pack.  The risk assessment should be dated and signed by the person who has undertaken it. It is YOUR responsibility as event organiser to carry out this risk assessment.  It is your event and you should be more familiar with it than anyone else. The risk assessment must be an integral part of the event and not a paper exercise simply to obtain permission for the event.

On the day of the event, or before if possible, check the whole venue to make sure that all the risks are controlled properly as you said in your risk assessment.  If you find any more, put them right too before the event starts and make a note of what you have done.
Think of the risk assessment as the plan, it’s as simple as that!

For more information about risk assessments contact The Health and Safety Executive  (www.hse.gov.uk). You may wish to keep your written file of documents for three years after your event, (or more if under 21’s were present),  just in case someone makes a claim against you.

Before your event is approved you must arrange a site visit with the team leader/ facility manager/venue manager to discuss practical issues and for comment on your draft proposals and risk assessment.

Event Risk Assessment Guidance
The following guidance should aid you in carrying out your risk assessments.  A form to record your findings has also been provided
 

1.
Identifying the Hazards

All hazards should be identified including those relating to the individual activities and any equipment.  A hazard is something with the potential to cause harm.  Only note hazards that could result in significant harm.  The following should be taken into account;

· Any slipping, tripping or falling hazards

· Hazards relating to fire risks or fire evacuation procedures

· Any chemicals or other substances hazardous to health e.g. dust or fumes

· Moving parts of machinery

· Any vehicles on site

· Electrical safety e.g. use of any portable electrical appliances

· Manual handling activities

· High noise levels

· Poor lighting, heating or ventilation

· Any possible risk from specific demonstrations or activities

· Crowd intensity and pinch points

· Sale of hot food / hot drink

· Sale or supply of alcohol

This list is by no means exhaustive and care should be taken to identify any other hazards associated with the activities at the event.

2.
Identifying Those at Risk
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:

· Stewards and volunteers

· Employees

· Contractors

· Vendors, exhibitors and performers

· Members of the public

· Disabled persons

· Children and elderly persons

· Potential trespassers

· Expectant mothers

· Local residents


Areas to Consider
The following are exampled of areas to consider:

· Type of event
· Potential major incidents

· Site hazards, including car parks

· Types of attendees, such as children, elderly or disabled persons

· Provision for the emergency services / first aid

· Provision of facilities – sanitary facilities / waste management

· Provision of services – drinking water

· Fire, security and cash collection

· Health and safety issues

· Exhibitors and demonstrations

· Amusements, attractions and structures

· Access for emergency services
3.
Assessing the Risk
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 and its severity.  You should list the existing controls and assess whether or not any further controls are required.  The following should be taken into account:
· Any information, instruction and training the event and the activities involve

· Compliance with legislative standards, codes of good practice and British Standards

· Whether or not the existing controls have reduced the risk as far as is reasonably practicable
4.
Further Action Necessary to Control the Risk
Classify risks into high, medium and low.  Examples of risks falling into these categories are as follows:

High

An unsecured inflatable being used in adverse weather conditions.

Medium
A display of animals in a roped off arena.

Low

A mime artist performing amongst the crowd.

For each risk consider whether or not it can be eliminated completely.  If it cannot, decide what must be done to reduce it to an acceptable level.  Only use personal protective equipment as a last resort when there is nothing else you can reasonably do.  Consider the following;

· Removal of the hazard

· Preventing access to the hazard (e.g. guarding dangerous parts of machinery)
· The use of personal proactive equipment

· Find a substitute for that activity/machinery

Remember the idea is to enjoy the day so risk assess using common sense!

5.
Record the Risk Assessment Findings

Use the attached risk assessment form or your own form, laid out in a suitable way, to record all significant hazards, the nature and extent of the risks, and the action required to control them.  Keep this for future reference or use.  You could also refer to other documents you may have, such as manuals, codes of practice etc.

Review and revise the risk assessment if the natures of the risks change during the planning of the event.

Information
Where the risk assessment has identified significant risks, you must provide information to all those affected, regarding the nature of the risk and the control measures to be implemented.

Once completed for one event a Risk Assessment may be used for many similar events thereafter, so all the work does not have to be repeated fully each time.  All you do is confirm that like is for like and update via a signature and date.

It is advisable that you undertake the Risk Assessment as a team.
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