RISK ASSESSMENT 
Event: Lugwardine Primary Academy Refreshments on Sports Afternoon 







Date: 13 July 2016
A risk assessment is a careful examination of what, during the set-up of an event, the event itself and the breakdown of the event could cause harm to you, your PTFA colleagues and others in attendance.  Possible hazards should be identified and precautions taken to minimise risk as much as possible. Remember to record your findings, discuss these with fellow committee members, agree the steps you will take to reduce the risk and then regularly review.   
THIS RISK ASSESSMENT ONLY PERTAINS TO THE PROVISION OF REFRESHMENTS BY THE PTFA, AS THE ACTUAL SPORTS AFTERNOON (AND THUS THE CHILDREN) IS UNDER THE CONTROL AND SUPERVISION OF THE SCHOOL, HENCE THEIR H&S POLICIES, NOMINATED FIRST AIDERS ETC ARE TO APPLY.
	Activity.  Think about the event build-up, the event itself and the event breakdown.
	1: List of potential hazards. You can identify hazards by walking around the venue, talking to fellow committee members, school, staff and referring to the venues risk assessments.

	2: Who might be harmed and how? Remember to include: PTFA volunteers, pupils/younger children, general public and school staff.
	3: Evaluate the risks and decide on precautions. Ask yourself if the hazard can be removed completely and if not what steps does your association need to take to reduce the risk so that harm is unlikely.
	4: Record your findings and implement them:
Decide how your association is going to implement the findings, who is responsible for what and by when.

	Minor Accidents
	Falls and cuts.
	People walking to and from BBQ/refreshments.
	Low risk activity: 

All cables and extension leads will be safely secured and taped down.

All areas being used will be supervised by staff or a member of the PTFA at all times.  
First aiders will be available on-site, whether that be cover from first aid trained teachers/assistants or medically trained members of the PTFA, to advise on first aid procedures. In the event that the incident is more serious, 999 will be called by the nearest person and the PTFA Chair in conjunction with the Head Teacher will co-ordinate the parents/PTFA and the emergency services.

	PTFA Chair or nominated deputy to ensure:

· the layout of the BBQ / refreshments allows for free-flowing traffic and that there are no obstructions to cause a trip hazard.
· that trailing cables from electrical equipment are secured and taped down if possible.

· All stalls are situated so as to not block entry / egress to school.
School’s assigned first aider or any available first aid / medically trained personnel to advise on first aid procedures. School medical facilities will be available if needed (located outside staff room).



	Fire / Major Incident
	A major event occurs such as a fire.
	Children, parents/guardians, staff and PTFA members.
	Low risk activity:

Existing school procedures to be followed.  All helpers to be aware of assembly point(s).

In the event that the incident is more serious, 999 will be called by the nearest person and the PTFA Chair in conjunction with the Head Teacher will co-ordinate the parents/PTFA and the emergency services.

	Head Teacher or nominated deputy and PTFA Chair to ensure safe evacuation procedures are followed (use of PA system as appropriate to inform visitors of procedures, as per normal school policy).

Fire extinguishers to be used if safe to do so.

If required, school’s assigned first aider to advise on first aid procedures. School medical facilities will be available if needed (located outside staff room).



	Erection / use of marquees / gazebos
	Strains, sprains and bumps.
	PTFA members erecting the marquees / gazebos.

Parents/guardians in vicinity.

Children using them for shade in the event of sunshine.
	Low risk activity: 
Appropriate number of PTFA members to help erect the structures, following instructions, to ensure all sides are stable and secure.

To ensure legs/sides are pegged down to ground the structures.

Not to be used in extreme bad weather.
	PTFA Chair or nominated deputy to ensure:

· marquees / gazebos are situated appropriately and not blocking entry/egress to school.
· To ensure no-one tampers with marquees / gazebos such that they become insecure.
· At least four nominated PTFA committee members will erect the larger marquees and at least two the smaller gazebos.

In the event of an incident, procedures for minor accidents to be followed.



	Adult refreshments (tables on hard standing / grassed area outside Yr 6 classroom)
	Minor burns from steam/boiling water in kettle/urn.

Cuts from knives used to cut cakes / fruit.
	PTFA members manning stall.

Parents/guardians attending the event.
	Moderate risk activity: 
Children/parents/guardians not allowed behind the serving area.

Hot urn out of reach of customers.
Knives not left unsupervised.
All PTFA members handling food will wear sanitary gloves.
In the event of an incident, procedures for minor accidents to be followed.

	PTFA Chair or nominated deputy to:

· liaise with PTFA servers, check on set-up.

· ensure no trip hazards for people walking around with cups of tea/coffee in the immediate vicinity.
· Co-ordinate with Head Teacher or nominated deputy to ensure appropriate procedures are followed in the event of an incident (use of PA system as appropriate to inform visitors of procedures, as per normal school policy).
· At least two nominated PTFA committee members to staff the activity at all times.

In the event of an incident, procedures for minor accidents to be followed.




	BBQ (tables on hard standing / grassed area outside Yr 6 classroom)
	Burns. 
	PTFA members manning stall/serving.

Parents/guardians collecting food.
	Moderate risk activity:

BBQ staff are all competent in the use of the equipment.

Hot surfaces, and the fat drip tray, are not directly accessible to the customers (non-PTFA members not allowed behind food area) and hot food area will be cordoned off with tables.
BBQ staff have necessary cooking equipment to prevent burns. 
Restricted number of helpers to be in area to avoid limiting working space.
All staff handling food will wear sanitary gloves.
Fire extinguisher (foam) to be on-hand to douse any flames should the BBQ/fat set alight.

In the event of an incident, procedures for minor accidents to be followed.


	PTFA Chair or nominated deputy to:

· liaise with PTFA servers, check on set-up.
· liaise with caretaker about use of appropriate fire extinguisher.

· ensure no trip hazards for people walking around in the immediate vicinity.
· Advise PTFA staff of the first aid procedures.

· Co-ordinate with Head Teacher or nominated deputy to ensure appropriate procedures are followed in the event of an incident (use of PA system as appropriate to inform visitors of procedures).
· At least two nominated PTFA committee members to staff the activity at all times.

In the event of an incident, procedures for minor accidents to be followed.



	Set up/ put away
	Injury.
	Children, parents, staff and PTFA members.
	Low risk activity:

Bin bags will be provided for rubbish.  All rubbish will be disposed of into the main bins at the end of the event.


	The majority of children will be collected by parents at the end of sports afternoon and all will go home. 

Children of helpers to stay on the school field (or on school premises), so that their whereabouts are known.



	Step 5: Review – detail your revised findings and how/when they will be implemented and by whom:  




Signed: 




Position: Chair of PTFA




Date: 13 July 2015
This Template is a benefit of PTFA-UK membership.  It is published by PTFA-UK for its members. Content in whole or part may be produced for the sole use of the PTFA whilst in PTFA-UK membership. For further information please contact PTFA-UK on info@PTFA.org.uk .  PTFA-UK has made every effort to ensure the content is accurate and correct at the time of publication, but some details may be subject to change without notice. PTFA-UK will not therefore be held responsible for loss or other liability that may result from actions or decisions taken by a PTFA / member, based on this resource.
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