<youth group name>
Risk Assessment Form 18 June 2007
	Activity Description

	Activate Concert - Music, Dance, Drama and Games for the students of <school name>


	Location

	<school name>, <room>


Reporting procedures and responsibilities 

Event organisers team (EOT)

· Hiede

· Ann

· Nigel

School leadership team (SLT’s)

· <Head teacher’s name>
· <Deputy head teachers name>
School Staff volunteers 

· <Teachers name> 
· <Teachers name> 

Church volunteers 

· <Name> 

· <Name> 

First aiders (in order)

· <first aiders name>
· <first aiders name>

· Hiede Coates

· Nigel Coates

Bus supervisors

· <Name> 

· <Name> 

Risk Assessment

	Hazard
	Who is at risk
	Risk Control
	Action By

	Trips, slips and falls in the hall and changing rooms
	All
	1. Adequate space between rows of chairs
2. Adequate supervision of young people

· Supervision ratio to be X

3. Removal of obvious hazards on the floor

4. Taping down of all wires

5. First Aider present throughout the evening
6. Controlled entry and exit from the hall
	

	Slips, trips and falls on the stage
	Any one who goes onto the stage
	1. Ensure adequate lighting
2. Supervision of young people on the stage

3. Taping down of all wires

4. Warn Activate / young people to keep away from the edge of the stage
	

	Young person under the influence of drugs or alcohol / Young person who has alcohol or drugs with them.
	Young people
	1. Two members from the Event Organisers Team (EOT) should approach the young person
2. Make the volunteers aware of the situation and ask them to observe their behaviour and report any concerns to the EOT 
3. Highlight this issue at the Volunteers training session.  Ask the volunteers should report any suspicious behaviour to the EOT 

4. The EOT to consider sending this person home.  See separate procedure.

5. Ask Adults supervising the bus to be alert to any possibility of young person under the influence.  See bus supervisor guidance.
6. If the EOT strongly suspect that a the young person has alcohol or an illegal substance on them:
· Attempt to secure the voluntary production of the item(s) 
· Hand over the item(s) to a senior member of staff at first opportunity

· If the senior member of staff is not on site, contact them by phone 

· If we are not able to secure the item voluntarily, contact SLT and follow procedure to send someone home
7. Make a note in the incident book
	

	Young person found smoking on school premises 
	Young people
	1. Two members from the Event Organisers Team (EOT) should approach the young person

2. Confiscate the tobacco / lighters / matches
· If they refuse to comply, refer to procedure to send young person home

3. Give the young person a verbal warning.

4. Tell them that they will be reported to their head of year (SIL)

5. Make a note in the incident book to report this to their year SIL
	

	Medical Emergency involving a young person
	Young people
	1. First Aiders and Hiede to be summoned
· All adults to be introduced to the first aiders at the start of the evening
2. First aiders to assess and treat as necessary 

3. Call emergency services if needed

· Event Organisers Team (EOT) and First Aiders to carry mobile phone / know location of nearest land line

· A First Aider will accompany the young person to hospital

4. Hiede to call parents and SLT
· EOT to have telephone numbers to hand
5. First aider to record accident in <youth group name> accident book
6. Hiede to record accident in school accident book
	

	Medical Emergency involving an adult
	Adults / volunteers / staff / Activate
	1. First Aiders and Hiede to be summoned
· All adults to be introduced to the first aiders at the start of the evening
2. First aiders to assess and treat as necessary 

3. Call emergency services if needed

· Event Organisers Team (EOT) and First Aiders to carry mobile phone / know location of nearest land line

· If required, a First Aider will accompany the patient to hospital

4. Hiede to call next of kin and SLT
· EOT to have telephone numbers to hand
5. First aider to record accident in <youth group name> accident book

6. Hiede to record accident in school accident book
	

	Minor Medical Injury
	All
	1. First Aiders to be summoned 
· All adults to be introduced to the first aiders at the start of the evening
2. First Aiders to assess and treat as necessary

3. Once treatment has been given, First Aiders to inform Hiede

4. If the accident involves a young person, Hiede to call parent and arrange for collection if necessary

5. First Aider to record accident in <youth group name> accident book

6. Hiede to record accident in school accident book 
	

	Lightening/Electric Failure
	All
	1. Event Organisers Team (EOT) to ask the young people to sit down in the hall
2. EOT to ask the volunteers to open hall curtains to let in light

3. Generator should bring emergency lighting on
4. EOT to ensure that there are some torches available in the hall
5. EOT to contact school the caretaker
· Ensure the EOT have the phone number to hand
6. EOT to ask Activate before the event how to proceed
7. If failure persists for 30 minutes consult with Activate on whether to send young people home.  See procedure for sending young people home.
	

	No Permission slip (bus users)
	Young Person
	1. Bus supervisors to verify that there is no permission slip / name on register for the young person
2. Bus supervisor to contact Event Organisers Team (EOT) to confirm space is available
3. Bus supervisors to call parents to gain verbal permission and complete spare permission slip.  Record that verbal permission has been received
· Bus supervisors to carry mobile phone with credit

· Bus supervisors to be provided with spare permission slips

· Before leaving the stop Bus supervisor to contact EOT to confirm extra person(s)
4. If verbal permission can not be obtained, they can not attend.
	

	No Permission slip (non bus)
	
	1. Registration Team (RT) to verify that there is no permission slip / name on register for the young person
2. RT to very that there is space available 
3. RT to call parents to gain verbal permission and complete spare permission slip.  Record that verbal permission has been received

· RT to know the location / have access to a phone

· RT to be have access to spare permission slips

· Before leaving the stop Bus supervisor to contact EOT to confirm space is available
4. If verbal permission can not be obtained, they can not attend.
	

	Fire
	All
	1. Event Organisers Team (EOT) to ensure all fire exits are open and are not blocked or obstructed at start of evening
2. EOT to brief and walk through all volunteers on fire procedures before young people arrive
· Point out the fire exits

· Point out the locations of fire extinguishers 

· Point out locations of fire alarms

· Point out the assembly / muster point

· Assign two volunteers to each fire exit.  Their role is to stay at the door in the event of a fire to guide people as they leave.  

· The rest of the volunteers are to exit with the young people and go to the assembly point where they will put the young people into lines 
3. Registration Team (RT) to register all volunteers and young people as they arrive so we know who is in the building
4. At start to of the concert EOT to inform young people of fire procedures
5. EOT to check if fire alarm is automatically linked to emergency services

6. Assign 2 school staff “fire wardens” to check the changing room toilets and one person to check staff corridor

7. In the event of a fire

· Only tackle a small fire and you feel able to
· RT to take the register to the assembly / muster point

· Volunteers to guide young people through the nearest fire exit to the assembly point as outlined above

· School staff “fire wardens” to check the changing room toilets and check staff corridor
· School staff to liaise with RT 

· EOT to verify hall is clear

· EOT to liaise with RT
· RT to start register call

8. Nobody to re-enter to building until clearance has been given by the fire brigade / caretaker

9. EOT to call the caretaker

10. On the arrival of fire brigade, EOT and caretaker to explain the situation and pass on the role call

11. If a real fire is discovered, EOT to call SLT
12. EOT to consider sending young people home
· People leaving the site must inform RT

	

	Other young people not from <school name> trying to get in
	All
	1. Make those on the doors aware and to watch for those trying to get in

2. Registration Team (RT) to verify that there is no permission slip / name on register for the young person

· RT to include one member of staff

3. RT to ask young person to leave

4. If the young person refuses to leave, RT to contact Event Organisers Team (EOT)
5. EOT to ask young person to leave

6. If the young person persists

· Liaise with onsite SLT staff, if available

· If required, call the police on the non emergency number 0845 6060247
7. If  the safety of  the young people or volunteers are threatened call 999
	

	Fighting between young people
	All
	1. Event Organisers Team (EOT) to ensure adequate supervision is available in all areas (accept toilets)

2. If a fight is discovered by a volunteer

· volunteer to inform EOT
3. EOT to summon First Aider
4. If fight is outside of the hall door supervisors and volunteers should to restrict movement, thus keeping other young people away from the area

5. If fight is in the hall, try to remove the young people from the hall, once separated.  Activate to continue, if possible.
6. EOT to separate young people, if safe to do so
· Only approved, trained personnel are permitted to physically restrain young people.
7. Once separated

· First aider to treat any injuries

· EOT to find out what has happened

· EOT to call to parents 
8. EOT to consider sending young people home.  See sending a young person home.
9. If a serious injury has been sustained, refer to Medical Emergency Procedure.  

10. If minor injury has been sustained, refer to Minor Medical Injury procedure
11. EOT to record details in incident / accident book

12. EOT to pass on details for entry on CMIS and refer to SIL for the year group
	

	Heckling during the performance
	Young people
	1. Activate will initially deal with this

2. If the heckling is offensive, a volunteer should approach the young person and politely ask them to stop

3. If the heckling persists, volunteers to contact the Event Organisers Team (EOT)
4. The EOT to take the young person aside and give them a verbal warning 

5. The young person will be asked to sit with a volunteer until the end of the night

6. Record details in incident book
	

	Young people loitering outside school
	Young people
	1. Registration Team (RT) to establish if the young person has permission to be at the school

2. If the young person has permission to be onsite, ask them to register

· If they refuse, RT to contact Event Organisers Team (EOT)
· EOT to ask young person to go inside

· If they persist, EOT to contact parents

· EOT to ensure adequate supervision is available outside for the duration

3. If the young person does not have permission and does not want to attend, RT to contact EOT
· EOT to ask young people to leave the school premises.
· If the young person persists

· Liaise with onsite SLT staff, if available

· If required, call the police on the non emergency number 0845 6060247
4. If  the safety of  the young people or volunteers are threatened call 999
	

	A bus passenger refuses to go into the school
	Young people from villages
	1. Bus Supervisors to hand over their register to Registration Team (RT) on arrival
2. RT to verify that bus passengers are inside

3. follow procedure young people loitering outside school
	

	A bus passenger asks to leave early
	Young people from villages
	1. Volunteer to establish why they want to leave
2. If there is a problem, volunteers to contact Event Organisers Team (EOT)
3. EOT to establish why they want to leave

4. EOT to explain that they will need to arrange for a parent to collect

5. EOT to provide access to phone, if required
	

	A bus passenger goes AWOL
	Young people from villages
	If the bus has been able to leave before 9:30pm
1. Bus supervisor to re-take register

2. Bus supervisor to inform Event Organisers Team (EOT)
3. EOT to speak to other bus passengers / friends to establish whereabouts / phone number

4. EOT to call young person if phone number available 

5. EOT to ask volunteers to check the building 

6. If young person is not in the building, ask volunteers, in pairs, to look around the site, including the back of the ‘mobiles’ and swimming pool.  Also check Muston Road.   Ask volunteer to call EOT if they find the young person.

7. If young person has not appeared after 9:45pm, contact SLT
8. If the young person has not appeared by 10pm, the bus will leave EOT will stay onsite until mater is resolved
9. EOT to call parents

10. EOT / parents to call police
	

	A non-bus  passenger asks to leave early
	Young people
	1. Registration Team (RT) / Volunteer to establish why they want to leave

2. If there is a problem, volunteers to contact Event Organisers Team (EOT)
3. EOT to establish why they want to leave

4. EOT to get them to sign out 

5. EOT to ask them to call home to let parents know they are leaving early
6. EOT to provide access to phone
	

	Road Accident outside school / car park
	All
	1. Summon First aiders
2. Contact EOT
3. First aiders to establish what has happened

4. First aiders to go to the scene

5. Follow the Medical Emergency procedure
	

	Some one on the bus gets sick
	
	1. Bus supervisors to carry bags
2. 
	

	Bus break down
	Young people from villages
	1. Bus supervisor to contact EOT
2. Establish how long the delay will be

3. If short delay, discus with Activate to see if program could be adjusted

4. If long delay

· consider returning the young people home

· consider using minibus if they are nearby

· attempt to contact young people who have not been picked up.   Phone numbers will be on permission slips
	

	Bus fails to turn up on outward journey
	Young people from villages
	1. Bus supervisor to call coach company
2. Bus supervisor to call Event Organisers Team (EOT)
3. Follow procedure for bus break down
	

	Bus sets off with passengers, but get’s delayed
	Young people from villages
	1. Establish how long the delay will be

2. Bus supervisor to contact Event Organisers Team (EOT)
3. If short delay, discus with Activate to see if program could be adjusted

4. Bus supervisor to update EOT as required
5. If long delay

· consider returning the young people home

· consider using minibus if they are nearby

· Attempt to contact young people who have not been picked up.   Phone numbers will be on permission slips
	

	Bus fails to turn up on return journey
	Young people from villages
	1. Bus supervisor to get drivers phone number of outward journey
2. Bus supervisor to call driver

3. Bus supervisor to inform Event Organisers Team (EOT)
4. If short delay, seat the young people in the hall, remember to sign in

5. If long delay, EOT to ask the young people to call home

6. EOT to provide access to phone
	

	Inappropriate behaviour in corridors / hall / toilets / changing rooms
	All
	1. Two volunteers to approach the young person and politely ask them to stop

2. If the behaviour persists, volunteers to contact the Event Organisers Team (EOT)
3. The EOT to take the young person aside and give them a verbal warning 

4. The young person will be asked to sit with a volunteer until the end of the night

5. Record details in incident book
	

	Something gets stolen or lost
	All
	1. Volunteer to establish what has gone missing.  Ask:

· When / where was it last seen

· Have you checked if your friends have picked it up for you

· Where have you been?

· Have you checked those areas?

2. Volunteers to check appropriate areas

3. If the item is not found, contact Event Organisers Team (EOT)
4. EOT to record details in incident book

5. EOT to ask volunteers to look out for the item

6. If practical, consider asking Activate to ask if anyone has found the item
	

	Child protection issue
	All
	1. Event Organisers Team (EOT) to ensure that all volunteers are aware of basic child protection procedures, for example:
· what to do if a young person makes a disclosure 
· who to report issue to 

· appropriate behaviour while around young people

· adults are not permitted to use the changing room toilets
	

	Young people loitering at the end of the night
	Young people
	1. If young people are still on site by 9:45, follow the loitering procedure
	

	Maintaining control in the toilets 
	Young people
	1. Two volunteers, one male, one female, to supervise corridors in the vicinity of the toilets
2. Door supervisors to ensure that no more that 2 or 3 young people of each sex are allowed access to the toilets at any one time.

3. If several people need to toilet, the young people must wait inside the hall, near the door and await their turn

4. If the volunteers suspect there a problem, two volunteers of the same sex should take a closer look.  For example, two men should go check the boys toilets, two females check the girls toilets
	

	Refreshments
	All 
	1. There will be a table in the gym corridor with a box containing bottles of water and plastic cups.

2. On request, Volunteer will take a young person to the table where can get a drink
3. the young person will be escorted back into the hall once they have finished
	


