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 Volunteer Events Risk Assessment Form 
This form should be used to carry out a risk assessment when considering an activity such as a Fundraising or Sponsored Event, etc. Parkinson’s UK has a training module available that will help you when you come to completing a risk assessment. Please contact the Facilities Department for a copy of this training module.  

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 note 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.

	Employee completing the form:

	Name:

	Volunteer title, if appropriate:

	Parkinson’s contact:

	Name and address of event:



	Event i.e. information day, garden fete, sponsored walk or cycle ride etc:
	Yes/No 
	Action taken?

	1
	Have you considered if this event needs the approval or input from your Parkinson’s UK staff contact?
	
	

	2
	Is there a named person responsible for co-ordinating the event?
	
	

	3
	Is there relevant and adequate insurance cover in place?
	
	

	4
	Has the relevant authority been informed or has permission been given to hold the event by either, the police, Local Authority, property owners etc.?
	
	

	5
	Will those taking part be supervised at all times?
	
	

	6
	Is the person/s supervising the event experienced and capable of taking responsibility for the safety of others?
	
	

	7
	Have all volunteer helpers assisting with the event been advised about their own safety for example, getting assistance for specific tasks, safe lifting, sharp objects, falls from height, etc?  
	
	

	8
	Has a site plan been drawn up identifying positions for attractions, facilities, entrance and exit points, vehicle egress and emergency evacuation routes?
	
	

	Venue

	Yes/No
	Action taken?

	9
	Is the venue suitable for the purposes of the event, in size, condition and location?  
	
	

	10
	Have you checked to ensure that the event does not clash with any other major events in the area or have an adverse effect on the local community?
	
	

	11
	If required is there access to or the provision of suitable communication? (Such as telephone, mobile phones, hand held radios, public address systems.)
	
	

	12
	Have you made a note of contact details/numbers of those involved?
	
	

	13
	Is the lighting natural or electric adequate for the purpose?
	
	

	14
	If transportation is being provided has it been checked to ensure that it is suitable, safe and insured?
	
	

	15
	Is there adequate travel connections and/or parking?
	
	

	16
	Is there an area designated as a car park and if so will this area need Marshal supervision?
	
	

	17
	Has consideration been given or is there easy access to first-aid provision?
	
	

	18
	Is there adequate access for the emergency services during the event?
	
	

	19
	Have you considered if visitor’s numbers need to be restricted and if so how can this be done?
	
	

	20
	Will arrangements be in place to have rubbish cleared and stored safely during and after the event?
	
	

	21
	If it is an external event is there a back up plan in the event of bad weather?
	
	

	22
	Are there toilets and washing facilities close to the event?
	
	

	Security

	Yes/No
	Action taken?

	23
	Is there adequate provision for items to be stored securely overnight if required?
	
	

	24
	Have arrangements been made for the safekeeping of monies collected?
	
	

	25
	Have arrangements been made for safe accounting and banking arrangements?
	
	

	Overnight Accommodation

	Yes/No
	Action taken?

	26
	Is it safe and secure?
	
	

	27
	Is it fitted with adequate washing and toilet facilities?
	
	

	28
	Can it cater for the needs of less-abled bodied persons?
	
	

	29
	 Is there access to first aid personnel or facilities?
	
	

	Catering

	Yes/No
	Action taken

	30
	If catering is being provided have the Caterers been licensed by the Local Authority and do they have basic food hygiene training certification?
	
	

	31
	Will alcoholic drinks be on sale and if so is the supplier licensed to do so?
	
	

	Attendees

	Yes/No
	Action taken?

	32
	Are those attending in sufficient good health to attend such an event?
	
	

	33
	Has adequate training (where necessary) been given to those participating in the event?
	
	

	34
	Have adequate arrangements been made to protect those most at risk such as young children, teenagers and the elderly or disabled?
	
	

	23
	Have the emergency procedures arising in the event of illness or accident been assessed? If someone attending is injured or taken seriously ill the emergency services should be summoned.
	
	

	36
	If anyone attending requires “personal care” has suitable provision been made? Please note that personal care should never be provided by Parkinson’s UK Volunteers.
	
	

	Equipment

	Yes/No
	Action taken?

	37
	Is it being supplied by a reputable company?
	
	

	38
	Does it need to be installed by a trained installer or competent person?
	
	

	39
	 Does it need the suppliers/owners supervision and/or is it supplied with adequate barriers and warning notices? (I.e. bouncy castles, fun rides, marquees etc.)
	
	

	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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