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 Volunteer Activity-Committee/Group Home Meeting Risk Assessment Form 
Open/public meetings should never be held in a home venue.
Having a meeting in a person’s home should be avoided where possible but where problems of availability or cost make it necessary this form will help you carry out a risk assessment. It will also help you identify any hazards and help ensure others safety.  

If you answer no to any of the questions below you must provide an explanation of the action you have taken to reduce or remove the risk. If you answer yes and are satisfied with your arrangements please not down the action already taken. If the question is not relevant just put an NA in the answer box. 

If you require further guidance please get in touch with your staff contact.
	Volunteer completing the form:

	Name:

	Volunteer Title, if appropriate:

	Parkinson’s contact:

	Name and address of venue:



	Organiser/host/attendees
	Yes/No
	Action taken?

	1
	Has the owner/occupier of the premises agreed to host the meeting and have they notified their home insurers?
	
	

	2
	Are all attendees known to either the organiser or another member of the Group
	
	

	Venue suitability
	Yes/No
	Action taken

	3
	Is the venue suitable for the size and type of meeting?
	
	

	4
	Is the venue convenient and easy to locate?
	
	

	5
	Is there convenient and sufficient parking close to the venue?
	
	

	6
	Is access leading to and at the building suitable for all attendees?
	
	

	7
	Does the venue have sufficient and suitable seating?
	
	

	8
	Does the venue have easily accessible toilet and hand washing facilities?
	
	

	Venue assessed for risk
	Yes/No
	Action taken?


	9
	Is the premises fitted with working smoke alarms?
	
	

	10
	Are the alarm batteries tested regularly?
	
	

	11
	Are the building electrics in good working order?
	
	

	12
	Are all electrical appliances suitably maintained?
	
	

	13
	Is there a clear and sufficient escape route in the event of a fire?
	
	

	14
	Will the attendees be informed of the escape route prior to the meeting commencing?
	
	

	15
	Can pets such as cats and dogs be secured away from the guests if necessary?
	
	

	16
	If it is intended that attendees will bring equipment, including electrical items, will they be checked for suitability and safety? 
	
	

	Emergency procedures
	Yes/No
	Action taken?

	17
	Have emergency procedures arising out of a sudden illness or accident been assessed? 
	
	

	Lone working
	Yes/No
	Action taken

	18
	Is the host aware of the potential dangers of Loneworking and conscious of maintaining their own personal safety?
	
	

	19
	Is the host aware that they should report potentially dangerous incidents and accidents to their staff contact?
	
	

	Signed:


	
	
	

	Name of Assessor:
	
	Signature of Assessor:
	

	Date:


	
	Date:
	

	Please ensure you keep a copy of this form for your records.
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