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 Volunteer Holiday Risk Assessment Form EXAMPLE
This form should be used to carry out a risk assessment when considering organising a Local Group holiday. 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: Jo Stevens

	Volunteer Title: East Havering Support Group Fundraiser

	Parkinson’s contact: Carol Patterson (Volunteer Coordinator)

	Name, address and date of event: The Silverbirch Hotel, 14 East Parade, Ramsgate.

Duration Saturday 16th August until Friday 22nnd August inclusive  


	Holiday:
	Yes/No 
	Action taken?

	1
	Is there a named person responsible for co-ordinating the event?
	Yes
	Have discussed the holiday in detail with Carol Patterson who has agreed that the hotel is suitable and will be able to cater for our Groups requirements.  


	2
	Is the person/s arranging the holiday experienced and capable of taking responsibility for the safety of others?
	Yes
	Yes myself. I have organised a number of similar holidays previously that have been successful and without incident. 

	3
	Are as far as you are aware are all attendees sufficiently fit to attend the holiday?
	Yes
	We have discussed the holiday at our last two Group meetings and reinforced that the Silverbirch has a limited amount of rooms (6) which will cater for our less mobile attendees. Also anyone with more serious mobility issues will need to be accompanied by their carer.

	4
	Have non members and non carers attending been informed that they are not covered by Parkinson’s UK holiday insurance?
	No
	Whilst this information is yet to be conveyed it will be included on the booking form.

	5
	Have you checked to ensure that the holiday does not clash with any other major events in the area?
	Yes
	There are no major events scheduled in Ramsgate for the duration of our stay.

	6
	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.
	Yes
	This will also be stipulated on the booking form

	7
	Have contact arrangements been discussed, agreed and exchanged should they be required in an emergency? If someone attending is injured or taken seriously ill the emergency services should be summoned.
	Yes
	All attendees will have to provide names, addresses and “in case of emergency” telephone contact numbers. 

	Venue

	Yes/No
	Action taken?

	8
	Is the venue suitable, in size and location?  
	Yes
	I was not able to get to see the venue in person but checked the hotel details on the internet and used Trip Advisor to seek additional information. I then spent 30 minutes on the phone with the General Manager at the hotel discussing our needs. He was happy to answer all of my queries and has satisfied me that the hotel will meet our needs.

	9
	If required does the venue cater for less able bodied persons/wheelchair users?
	Yes
	This has been checked and verified, though not seen in person. 

	10
	Has the venue been checked to ensure that all risks, where possible, have been minimised to ensure the safety of those attending the event?
	Yes
	The venue has been checked and researched to ensure its safety.

	11
	Is the venue, where necessary, licensed and have adequate insurance?  
	Yes
	The venue is licensed and has public liability insurance.

	12
	Has consideration been given or is there easy access to first-aid provision?
	Yes
	The hotel has first-aid trained staff on duty at all times.

	13
	Will all those attending be reminded to make themselves familiar with the venue’s fire evacuation procedures?
	Yes
	I will remind all attendees to make themselves familiar with the hotels fire evacuation procedures.

	Transport
	Yes/No
	Action taken?

	14
	If transportation is being provided has it been checked to ensure that it is suitable, safe and insured?
	NA
	Transportation is not being provided all invitees will make their own way to the hotel.

	15
	Are there adequate travel connections, at either end, and/or parking?
	NA
	Not applicable

	Security

	Yes/No
	Action taken?

	16
	Does the hotel appear/sound safe and secure?
	Yes
	From the research carried out the hotel appears safe and secure.

	17
	Is there adequate provision for items to be stored overnight if required?
	Yes
	All rooms are lockable and have a room safe. 

	Overnight Accommodation

	Yes/No
	Action taken?

	18
	Have checks been carried out in person or by phone to ensure that the hotel/accommodation is suitable for ALL those attending?
	Yes
	We have researched the hotel thoroughly and satisfied ourselves that the hotel is suitable.

	Catering

	Yes/No
	Action taken

	19
	If catering is being provided, and if so have the caterers been licensed by the Local Authority and have basic food hygiene training certification?
	NA
	The hotel is accommodation only.

	20
	Will alcoholic drinks be on sale and if so is the supplier licensed to do so?
	NA
	The hotel is not licensed

	Attendees

	Yes/No
	Action taken?

	21
	Have all the attendees been considered fit to attend the venue?
	Yes
	See question 3 above

	
	Have arrangements been made to ensure Carers where required are suitable and able to attend. 
	Yes
	See question 3 above

	Local Area
	
	

	
	Is the local area safe, secure and suitable for ALL those attending?
	Yes
	The hotel is situated on a public and well illuminated street.

	Trips and visits

	Yes/No
	Action taken?

	
	If you have planned any trips or visits on the holiday have you checked to ensure their suitability for ALL attendees? There is a risk assessment for specifically for outings
	No
	No trips have been planned in advance but suitable care will be taken should we decide to have any organised trips.

	Signed:


	
	
	

	Name of Assessor:
	Jo Stevens
	Signature of Assessor:
	Jo Stevens

	Date:


	14th May 2015
	
	

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