.
..


HSV: 933 – M Society Low Level RA for events run by a Professional Organisation R13 – Jan 2026

HSV: 933 – MS Society Risk Assessment for event run by a Professional Organisation
Revision 13 – January 2026
This form applies to activities run by professional organisations which are open to the public and managed by a competent person. Their role includes setting up and managing the venue, its emergency arrangements, and any activities it is running throughout the event. 
Volunteers or staff members attending must not provide personal care that would normally be delivered by carers.
If there’s a collection box available, then this form is sufficient as long as the Event Organiser is familiar with our guidance on money coming in. 
Action before an event
	[bookmark: _Hlk214561039]The Event Organiser must make the following checks:
	Mark as “yes” when complete

	1
	[bookmark: _Hlk214563408]Check the activity on the list below, if listed, complete this risk assessment and prior to the event happening, contact MS Society insurance broker for confirmation of cover at Arthur J Gallagher contact information.  
	

	2
	All other activities run by a professional organisation will be covered by our insurance providing the risk assessment below is completed. 
	

	3
	[bookmark: _Int_0fgPHFNc]Take a copy of the third-party provider's Public Liability Insurance (PLI); details include name, date, product or service and cover amount. For high-risk activities (e.g. skydiving, zip lining) they must have a minimum of £10m limit of indemnity; all others must have £5 million limit of indemnity.
	

	[bookmark: _Hlk214561025]4
	The venue is equipped to meet attendees' needs (such as being fully accessible, having suitable toilet facilities).
	

	5
	[bookmark: _Int_oO1pWZz2]The venue’s emergency arrangements (e.g. fire, first aid). 
	

	6
	Ensure a plan is in place in case the weather changes.
	

	7
	Ensure the Event Organiser will be available during the event to deal with any emergencies, problems, or questions.
	

	8
	If a photographer is attending, contact the Digital and Content team at stories@mssociety.org.uk to discuss what’s needed. 
	


[bookmark: _Hlk214561360]
	The Event Organiser must ensure attendees know:
	Mark as “yes” when complete

	1
	Details of the Event Organiser (name and mobile phone number).
	

	2
	Location address (map if appropriate) of the venue. 
	

	3
	To bring emergency contact details with them. 
	

	4
	Where appropriate, to bring their own snacks as food facilities will be limited to what is available at the venue. 
	

	5
	If they have specific needs that require Personal Care, they must bring an appropriate carer with them.
	

	6
	If lone working can’t be avoided, details of what is needed can be found in the guidance at: LW volunteer info or LW staff info.
	

	7
	If under 18’s or vulnerable adults attending details of what is needed can be found in the safeguarding guidance at: SG volunteer info or SG staff info..
	

	8
	For queries on disclosure checks, Volunteers should contact their MS Help team key contact and staff their line manager.
	


Action on the day
	Mark as “yes” to confirm this will be done on the day

	[bookmark: _Hlk214561442]1
	Keep a charged mobile phone available in case of emergency. 
	

	2
	[bookmark: _Int_JFnROf4T]If the venue doesn’t have a signing-in system, ensure the Event Organiser completes HSV: 111A - Attendance register. 
	

	3
	Inform attendees:
[bookmark: _Int_jiTuELny]who the Event Organiser is.
[bookmark: _Int_DhMgqIqZ][bookmark: _Int_CCge53OV]what the emergency arrangements are.
[bookmark: _Int_GGd169nA]that they’ll be expected to deal with everyday risks.
[bookmark: _Int_39PUNFCT]that they should use the facilities as specified by the venue. 
	


Action after the event
If an accident or incident occurs as part of the event, it must be reported on the appropriate form (HSV: 122/ 123), and returned as instructed on the form.
[bookmark: _Hlk214635516]Action Plan
This above Risk Assessment needs to be completed and signed off:
for each new event.
[bookmark: _Int_WkhOC2jM]if the venue makes changes. 
If there is a new Event Organiser. 
	Date of event
	Describe activity and provide venue address
	Date event logged on Assemble / SharePoint 
	Name of MS Society Event Organiser
	Signature of MS Society Event Organiser

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


What next?
	Events for the MS community, both volunteer and staff run (including volunteer only meetings such as Coordinating Team meetings)
	Staff led events where attendance is not restricted to the MS Community or staff only events

	[bookmark: _Int_hi3KPo9a]The Event Organiser should complete the above risk assessment and sign off before uploading it along with copies of the Public Liability Insurance to Assemble as attachments to the  group service record for the event.  
	The Event Organiser should complete the above risk assessment and sign off before uploading it along with copies of the Public Liability Insurance to the relevant folder on SharePoint and informing the Health and Safety Team


[bookmark: Contactinsurer]*The activities below are examples where referral to the MS Society insurer is needed:
· Activities involving fire or heat: Bonfire nights, fireworks, pyrotechnics.
· Activities in remote locations: Camping trips, survival challenges.
· Animal-related activities: Horse riding 
· Boating activities: Yachting, sailing, jet skiing, rafting, canoeing.
· Contact sports: Martial arts, rugby, or other contact ball sports.
· Events involving heights: Abseiling, rappelling, high-rope courses.
· Extreme sports/activities: Skydiving, parachuting, bungee jumping, rock climbing, ziplining.
· Large gatherings: Events with over 250 participants.
· Motorised activities: ATV, quad bikes, go-kart racing, off-road vehicle challenges.
· Water-based activities: Open water swimming, indoor swimming, diving.
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