Risk Assessment 
[image: ]A risk assessment is a systematic way of identifying hazards, evaluating the potential harm they could cause, and deciding the necessary measures to control or eliminate those risks. The process involves identifying potential hazards, deciding who or what could be harmed and how, and then implementing controls to minimize the risk of injury or damage. 
This is an example of an initial risk assessment for a Guild.  Each Guild should make its own risk assessment to suit its own needs and venue.
The risk assessment should be reviewed and updated annually. 
	Hazard
	Who could be harmed
	What is already done to minimise risk
	What needs to be done
	Who needs to do it
	By when
	Review
Annually at AGM

	Fire
	Members, visitors, speakers
	Members are aware of fire notices and evacuation routes
	1. Fire arrangements are repeated every meeting
2. Fire evacuation routes and assembly points practised
3. Arrangements for those with restricted mobility, sight etc have needs agreed
4. New members made aware at first meeting
5. Discuss concerns with venue
	Chair, committee and venue
	Asap
	

	Trip hazards
	Members, visitors, speakers
	Coats, bags, walking aids are in designated place 
	1. Walkways kept clear of hazards
2. Arrangements for members with particular needs agreed
3. New members made aware at first meeting
4. Discuss concerns with venue
	Chair, committee and venue
	Asap
	

	Electrical appliances
	Members, visitors, speakers
	1. PAT tested appliances by venue used 
2. Cables not causing a trip hazard
3. Visitor, speakers etc electrical equipment e.g. projectors, laptops, amps etc.

	1. Check for PAT label and visual check for frayed cables, burn marks on plugs etc before using appliances
2. Work with venue about cable covering
3. Check with venue about visitors, speakers using own equipment
4. Discuss any concerns with venue
	Chair, committee and venue
	Asap
	

	Steps, ramps and handrails
	Members, visitors and speakers
	1. Steps clearly marked
2. Handrails in place
3. Steps and ramps kept clear
	Discuss any concerns with venue
	Chair, committee and venue
	Asap
	

	Hot water from kettles, boilers and cups
	Members, visitors and speakers
	1. Use of area equipped by venue
	1. Use stable equipment on a sturdy surface
2. Fill cups to a safe level 
3. Use insulated or lidded cups where possible
4. Do not carry open kettle
5. Use trolley to move drinks to meeting area
6. Have as few people as necessary in area
7. Discuss any concerns with venue
	Chair, committee and venue
	Asap
	

	Manual handling
	Members, visitors and speakers
	Movement of tables and chairs by members
	1. Discuss insurance for this with venue and whether members should be asked to do it
2. Provide manual handling guidelines/training.
3. Ensure two or more people carry tables (no one carries a table alone).
4. Do not carry more than two chairs at a time.
5. Use trolleys for transport where available and appropriate.
6. Ensure anyone with pre-existing conditions avoids unnecessary lifting.
	Chair, committee and venue
	Asap
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