Royal British Legion Derbyshire County Risk Assessment Template

	Event (National, County/District, Branch)
	County
	Location
	

	Date of review
	
	Date of event
	

	New/first time event or repeat?
	Repeat
	RBL member who completed this risk assessment
	Name
Legion Appointment
Telephone
Special qualification (if any)
	

	Event description (delete not applicable event)
	Committee Meeting
County Conference
	
	
	

	RBL Branch holding event
	County
	RBL member who has reviewed this risk assessment
	Name
Legion Appointment
Telephone
Special qualification (if any)
	

	Branch committee approval
	
	Date
	



1) Identify what could cause injury or illness (hazards)
2) Decide how likely it is that someone could be harmed and how seriously (the risk)
3) Take action to eliminate the hazard, or if this isn't possible, control the risk

*Any risk level that is High should have a plan on how it will be monitored and dealt with.
*Add additional risks should you need too and that may be location specific below.

	Hazards and Risk Identified
(Something that may cause harm or damage)
	Who may be affected?
(Young people,
leaders, visitors)
	What is being done to control the risk?
(Ways of making the activity safer by removing or reducing the risk from it. For example, you might use a different piece of equipment, or you might change the way the activity is carried out)
	Any further action needed to control risk
	Who needs to carry out the action
	Risk Level 
(The chance of it happening)

	
	
	
	
	
	High*
	Medium
	Low

	Slips, Trips, and Falls: 
Trailing cables, cluttered walkways, spillages, uneven floor surfaces.
	All people on site
	Good housekeeping
Areas kept clear and cleaned regularly
	E.g. Arrange for kitchen areas to be better kept and any loose floor tiles replaced
	All staff 
RBL contact above

	
	
	

	Electrical Hazards: 
Faulty equipment, overloaded sockets, and unsafe wiring. 
	All people on site
	Spot and report (to office administrator) any defective plugs, discoloured sockets or damaged cables equipment.
	Confirm with landlord the system for making safe any damage to building installation electrics, eg broken light switches etc
	All staff 
RBL contact above

	
	
	

	Fire Hazards: 
Obstructed fire exits, combustible materials, and faulty electrical equipment. 
	All people on site
	Confirm with landlord, fire risk assessment done, see: www.fire.gov.uk/workplace+safety/ and necessary act
	Make people aware of the risk and know the fire exit route 
	All staff 
RBL contact above

	
	
	

	Environmental Hazards: 
Poor lighting, excessive noise, or inadequate ventilation. 
	All people on site
	Suitable conditions to conduct the required event without duress of noise, poor light and ventilation
	
	All staff 
RBL contact above

	
	
	

	Manual Handling: 
Lifting, lowering, or carrying heavy or awkward items. 
	All people on site
	Moving tables and chairs to setup an appropriate meeting space

	Remind people that they should not try to lift objects that look or too heavy
	All staff 
RBL contact above


	
	
	

	Hygiene & welfare Provision:
 
	All people on site
	Suitable washroom facilities, maintained and clean
	
	All staff 
RBL contact above

	
	
	

	

	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	

	
	
	
	
	
	
	

	Additional requirements for an RBL County Conference

	

	Maximum numbers expected
	
	Will excess numbers be refused entry
	
	
	
	

	Roles and tasks explained and staff aware of emergency procedures
	
	Attach an agenda and roles and responsibilities if necessary
	
	
	
	

	
	
	
	
	
	
	



