RISK MANAGEMENT Eu3a – Third Party Venues

	Name of organisation and Group
	Elmbridge u3a
	

	Date risk assessment undertaken
	

	Date for review
	

	Name(s) of those who undertook the risk assessment
	

	Outline of activity, numbers of attendees, level of mobility
	



	Risk
	Mitigation
	Applicable
	Check

	General
	Do not stand on chairs or other objects not designed for standing on.  Ensure the correct stacking and transporting methods (trolley or similar) are used for chairs.
	
	

	
	Provide warning of polished surfaces and check for any spillage on entry and during event.
	
	

	
	Do not operate or touch any electrical equipment where there are signs of damage, exposure of components or water penetration etc.
	
	

	
	Ensure all walkways kept clear and free from obstruction throughout the event.
	
	

	
	Ensure the area used is well-lit and away from any hazards.
	
	

	
	In Case of an Emergency (ICE), ensure you have the emergency contact details of each attendee. (Obtainable from Beacon or direct from attendee). For the Monthly Meeting this is not practical.  In this case the details should be obtained by logging into Beacon (login details should be available to the Speaker Secretary or any substitute host).
	
	

	
	In case of an emergency at the Third Party Venue where the Venue’s management are not in attendance, the group leader/organiser must ensure they have the Venue’s appropriate emergency contact numbers.  
	
	

	Fire
	Ensure responsible person (group leader) is aware of fire evacuation procedure for venue.
	
	

	
	Inform all members of safety procedures, including where to congregate in the event of a fire alarm.
	
	

	
	Ensure all fire exit and escape routes, fire alarm points and fire-fighting equipment clearly visible, unobstructed and appropriately indicated.
	
	

	
	Check there is a working smoke alarm.
	
	

	
	Check there is a working carbon monoxide alarm.
	
	

	
	Check all smoke and fire stop doors kept closed when not in use, and never wedged open (except doors on magnetic catches linked to the fire alarm system).
	
	

	
	Ensure appropriate procedures are in place to assist disabled members who may be present during a fire evacuation.
	
	

	
	Ensure a register of members in attendance has been taken for fire safety reasons. (This will not be possible at the Monthly Meeting). 
	
	

	Electrical
	Make sure there are no trailing leads or cables.
	
	

	
	Ensure the use of socket adapters (e.g., extension leads) per socket kept to an absolute minimum to prevent overloading.
	
	

	
	Ensure all cables have been inspected to ensure they are intact and safe for use. 
	
	

	
	If taking our electrical equipment (e.g. amplifiers, electronic music instruments, etc.) to the venue, check if PAT testing is required and equipment has been certified.
	
	

	Injury
	Check there is a first aid kit available. Note its location.
	
	

	Use for sport activities e.g. table tennis.*
	Ensure:
-equipment is safe to use.
-flooring is suitable and in good condition, fee from spillages and trip hazards.
-adequate space exits around playing area to prevent collision with walls etc.
	
	

	Add risks specific to event activity and event facility 
	
	
	

	A visit to the venue will be necessary to complete this list.
	
	
	



[bookmark: _GoBack]*For Pickleball see Pickleball templates.
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