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	Hazard
	Prevention
	Y/ N/ NA



	Group:
	
	Contact:
	
	Venue:
	

	Specific risk assessment:  
	External organisation using MS Society property
	RA No:
	VERA: 906A

	Person completing RA:
	
	Type of event:
	
	Date of RA:
	

	People at Risk:
	PwMS:
	Yes
	Volunteers:
	Yes
	Vulnerable person:
	Yes
	Lone workers:
	Yes
	Public:
	Yes

	Injuries:
	Anxiety, back/head injury, bruise/cut, burn, choke, fatality, fracture, puncture wound, sprain/strain, suffocate


	To be completed where other organisations (whether paying or not) are allowed to use MS Society premises. Thereafter to be reviewed if there have been major changes with the agreement or annually whichever is soonest (e.g. 3 on action plan). Please see generic risk assessment VERA: 901 for accompanying notes. 
To complete the risk assessment:

· Look at each statement and answer it Yes, No or N/A.
· If all the answers are Yes or N/A, fill in the first line of the Action Plan (e.g. 1); stating “No action needed” sign and date to indicate when the assessment was completed.
· If there are any ‘No’s’ fill in the actions needed, person responsible and completion date in the Action Plan (e.g. 2).
· Once outstanding actions are complete, the responsible person must sign and date the last column as each action is completed.


	1
	Documentation

(Risk Factor – 3 Low)
	Events activity listed on MS Society “Summary of insurance cover”.
	

	
	
	If no; group/ event organiser has contacted MS Society insurance broker A J Gallagher.
	

	
	
	Organisation using the property has public liability insurance details (organisation name and date).
	

	
	
	Organisation using the property has an up-to-date risk assessment for their activities.
	

	3
	Fire and emergencies

(RF – 4 Medium)
	Coordinator from the external organisation:

· Keeps a full list of participants at their events.
· Understands the emergency arrangements and evacuation procedure at the venue.
· Informs participants to their sessions of these arrangements and their responsibilities.
· Informs participants where the designated smoking areas are and enforces their use.
	

	
	
	· 
	

	
	
	· 
	

	
	
	· 
	

	
	
	· 
	

	4
	Access 

(RF = 2 Low)
	External organisation follows accessibility rules as laid out by the group, i.e. keeping walkways and emergency routes clear, maintaining high standards of housekeeping, etc.
	

	5
	First aid

(RF – 2 Low)
	Group has agreement with the external organisation that they can use the venue first aid facilities.
	

	
	
	Coordinators from the external organisation provide sufficient first aiders/ other medical staff.
	

	
	
	Phone accessible to summon emergency services if needed.
	

	
	
	Accidents/ incidents reported; returned as instructed on appropriate form (HSV: 122/ 123).
	

	6
	Refreshments/ catering

(RF – 2 Low)
	Group has agreement with the external organisation about which catering facilities can be used.
	

	7
	Welfare facilities

(RF – 2 Low)
	External organisation follows rules as laid out by the group, i.e. maintaining high standards of cleanliness and hygiene of lavatories and washing facilities, etc.
	

	8
	Equipment

(RF – 3 Low)
	Group has agreed with the external organisation which equipment can be used.
	

	
	
	The external organisation provides competent person to set up and use the equipment in line with manufacturer’s instructions.
	

	
	
	The external organisation maintains the usability and cleanliness of any equipment they use as agreed with the group.
	


	Action Plan

	Group:
	
	Contact:
	
	Type of event:
	

	Venue:
	

	Hazard No.
	Action Needed
	Responsible Person
	Completion Date
	Signed/ dated for completion

	e.g. 1
	Risk assessment complete – no actions needed
	A.N.Other
	
	A.N.Other 27.10.14

	e.g. 2
	Check emergency arrangements at venue
	A.N.Other
	31.10.14
	A.N.Other 27.10.14

	e.g. 3
	Risk Assessment reviewed - all actions complete and ongoing
	A.N.Other
	
	A.N.Other 25.10.15

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Please ensure that once actions are complete they are signed off and dated and the LNO is informed


[image: image1.png]



JDRev 10 
September 2016
Page 1 of 4
JDRev 10 
September 2016
Page 4 of 4

