HSV 126 – MS Society Gazebo Checklist
Revision 3 – February 2025
To be completed on the day, by a competent person who is present throughout the event and is responsible for the erection, supervision, management and dismantling of the gazebo. To be competent; the individual must have read the manufacturer’s instructions, have performed these tasks prior to the event – these can be practice runs; and be knowledgeable in terms of the actions to be taken in an emergency.
The Gazebo must not be erected if it is damaged in any way. Under no circumstances should the Gazebo be left for anyone else to use.
If the MS Society Group, Local Network, or staff member is using a Gazebo which is managed by a competent person whose role is to setup and oversee the Gazebo; the relevant MS Society guidance document can be used, and the process below does not need to be followed.
Competent Person responsibilities.
This section is to be completed by the competent person and needs to be reviewed for an ongoing appointment annually.
A new form must be completed for each new event.
	Group/ team:
	

	Competent person:
	

	Contact number:
	


Thank you for trusting us with your data. We will do all we can to keep it safe. To find out more about how the MS Society uses and manage your personal data and your rights, you can read our full privacy notice at www.mssociety.org.uk/privacy. You can also update your details or change the way we contact you by emailing volunteersupport@mssociety.org.uk or calling 0300 500 8084.

	Checklist for the erection, supervision, management and dismantling of the Gazebo
	Enter X below when checked

	For each Gazebo the Competent Person to check:
	

	1. There are always two individuals available to complete erection, dismantling and any maintenance work that may be needed on the day and that they are supervised as appropriate.
	

	2. Those conducting the erection, dismantling and any maintenance work are fit and well enough to do so.
	

	3. They are aware of the agreed layout, the circumstances that could affect the tasks, such as whether the ground is flat, overhead obstacles, underground cables and there are clear strategies in place to deal with these situations. 
	

	4. That the Gazebo is erected and dismantled in line with the manufacturer’s instructions:
	

	During erection all tasks are conducted at ground level and the Gazebo is then lifted into position.
	

	When dismantling, it’s lowered to ground level before dismantling tasks are completed.
	

	Any external circumstances (like in point 3) are considered.
	

	Conditions on the day are taken into account.
	

	5. Throughout the event the Gazebo is inspected and maintained to ensure that:
	

	If damaged, it is immediately dismantled and removed.
	

	Nothing the MS Society is using obstructs emergency access or presents any slip or trip hazards.
	

	No smoking or cooking takes place in the Gazebo.
	

	Generators, heaters, or air conditioners are not to be used in the Gazebo.
	

	8. Other equipment (such as display materials, lead) is suitable and is set up and used in line with the manufacturer’s instructions.
	

	I confirm that the Gazebo has been erected in accordance with the manufacturer’s instructions, and I have conducted all the necessary checks.

	Signature:
	
	Date:
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