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 Volunteer Meeting Venue Risk Assessment Form 
This form should be used to carry out an annual risk assessment of your regular meeting venue or when you are moving to a new venue.  It will help you identify potential hazards and help ensure the safety of others.  

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 write 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 venue:



	Car parking:
	Yes/No 
	Action taken?

	1
	Can vehicles be parked safely nearby and is there sufficient room for unloading equipment, stores, and if required, wheelchairs?
	
	

	2
	Is the car parking area well lit and free of trip hazards?
	
	

	Gates


	Yes/No
	Action taken?

	3
	Are external gates doors etc. free of any obstructions?
	
	

	4
	Do gates open easily and allow easy access?
	
	

	5
	If fitted with a motor, can gates be operated manually in the event of a malfunction or power failure?
	
	

	Doors Final Exit/Entry

	Yes/No
	Action taken?

	6
	Are doors and exits free and clear of obstructions?
	
	

	7
	Can doors be opened easily when entering or exiting the premises?
	
	

	8
	Are there suitable exit/entry points for wheelchair users if required?
	
	

	9
	Are doors secure against unwanted intruders?
	
	

	10
	Can powered or motorised doors be opened manually in an emergency? 
	
	

	Emergency Exits
	Yes/No
	Action taken?

	11
	Are all emergency exits clearly marked?
	
	

	12
	Are emergency exits free and clear of obstructions?
	
	

	13
	Can all doors be opened easily from inside?
	
	

	14
	Are all occupants made aware of fire evacuation procedures and exit routes?
	
	

	Fire Check Doors/extinguishers
	Yes/No
	Action taken?

	15
	If there are fire doors bearing signs saying keep shut or locked, is this being done?
	
	

	16
	Are there fire extinguishers fitted and are the maintained and suitably located?
	
	

	Stairs
	Yes/No
	Action taken?

	17
	Are all staircases free from obstructions and trip hazards including loose carpet and fixings?
	
	

	18
	Are all staircases fitted with suitable handrails and lighting?
	
	

	Passenger Lifts
	Yes/No
	Action taken?

	19
	Are lifts if available fitted with an alarm and communication device?
	
	

	Internal Doors
	
	

	20
	Are internal doors well maintained and easy to open? 
	
	

	21
	Are internal doors fitted with vision panels?
	
	

	Floors
	Yes/No
	Action taken?

	22
	Are all floors and corridors free from trip hazards?
	
	

	23
	Are all floors and corridors free from slip hazards?
	
	

	Storage
	Yes/No
	Action taken?

	24
	Is there adequate provision for storage of personal belongings?
	
	

	25
	Are bulky items like additional meeting room tables and chairs stored safely and easy to set up if required?
	
	

	First Aid
	Yes/No
	Action taken?

	26
	Is there a first aid kit accessible?

	
	

	27
	Is there means of contacting the emergency services should they be required?
	
	

	Toilets and Washing Facilities
	Yes/No
	Action taken?

	28
	Are there sufficient and readily accessible toilets with adequate had washing facilities? 
	
	

	29
	Are the toilets suitable for less abled persons?
	
	

	30
	Are toilets lockable and can they also be unlocked from the outside in an emergency?
	
	

	Please note that if any person attending the meeting requires “personal care” suitable provision should be made in advance of the meetings. Parkinson’s UK advises its volunteers not to provide personal care.

	Cleaning (Hygiene)
	Yes/No
	Action taken

	31
	Does all hard flooring and carpeted areas appear clean and tidy?
	
	

	32
	Do all surface areas appear clean and tidy?
	
	

	33
	Are waste bins emptied and waste disposed of regularly?
	
	

	34
	Are all cleaning products, chemicals, polishes etc. stored out of reach?
	
	

	Kitchens and Tea Points
	Yes/No
	Action taken?

	35
	Are all floors kept clean and dry?


	
	

	36
	Is equipment available so that spillages are dealt with quickly? 
	
	

	37
	Do all heating and cooking appliances appear serviceable and well maintained? 
	
	

	38
	Can the area be kept free from those who could come to harm i.e. the young and less abled?
	
	

	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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