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HSV: 937 – MS Society Low Level Risk Assessment for  gathering in a private residence
Revision 15 – January 2026
This form applies to groups of people attending socials or a get together in a private residence. Volunteers or staff members attending must not provide personal care that would normally be delivered by carers.
Action before an event
	The Event Organiser must make the following checks:
	Mark as “yes” when complete

	1
	Once the actions below are complete and prior to the event occurring, contact MS Society insurance broker (Arthur J Gallagher) at Arthur J Gallagher contact information to confirm cover in place.
	

	2
	Agree what action will be taken with the owner in an emergency (such as fire and first aid provision). 
	

	3
	Ensure that the Event Organiser will be available during the event to deal with any emergencies, problems, or questions.
	

	4
	[bookmark: _Int_tYCKTUau]If a photographer is attending, contact the Digital and Content team at stories@mssociety.org.uk to discuss what’s needed. 
	



	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 residence. 
	

	3
	[bookmark: _Int_QtcP9smg]That facilities in the residence may not be available.
	

	4
	To bring emergency contact details with them. 
	

	5
	Where appropriate, to bring their own snacks. 
	

	6
	If they have specific needs that require Personal Care, they must bring an appropriate carer with them.
	

	7
	[bookmark: _Int_uRsTga7q]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.
	

	8
	[bookmark: _Int_djiDDgQN]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
	[bookmark: _Int_xBWuhXQi]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

	1
	Keep a charged mobile phone available in case of emergency. 
	

	2
	If more than two or three attendees, ensure the Event Organiser completes HSV: 111A - Attendance register. 
	

	3
	[bookmark: _Int_3c3ksDaM]Set the meeting up so that access in an emergency is not obstructed, and the chance of slip or trip hazards are minimised.
	

	5
	Inform attendees:
Who the Event Organiser is.
[bookmark: _Int_vfxsOXq2]What the emergency arrangements are.
[bookmark: _Int_jjcoTF6j]That they’ll be expected to deal with everyday risks.
	


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.
Action Plan
This above Risk Assessment needs to be completed and signed off:
for each new event.
[bookmark: _Int_Hk2ubt4n]if the venue makes changes. 
[bookmark: _Int_T2Dc11Is]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

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Hlk214465435]What next?
	Events for the MS community both, volunteer and staff run (including volunteer meetings such as Coordinating Team meetings)
	Staff led events where attendance is not restricted to the MS Community 

	The Event Organiser should complete the above risk assessment and sign off before uploading it to Assemble as an attachment 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 
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