RISK ASSESSMENT 
Event:  Lugwardine Primary Academy Christmas Fayre




Date: 28 November 2015
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 PTA 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.   

	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: PTA 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.

	Visitor Control
	Unknown persons causing disruption and putting visitors at risk.
	All attendees (children, parents/guardians) staff and PTA members.
	Low risk activity: access will be via the main path/gate with entrance to the school building via the main door way at Reception, with teachers on the door to collect entrance fee. 


	PTA committee members will be on the main Reception door to monitor entry to the school and take entrance fee; and other PTA members will be monitoring activities within the classrooms / hall / BBQ areas to ensure unruly behaviour does not impact on people’s enjoyment of the fayre and safety within the school premises.
5 walkie talkies will be held by responsible PTA members at strategically appointed positions around school (see Page 8) so that communication is fast in the event of an incident or just to request additional cover. This will be linked to the 6th walkie talkie which is held by the PTA Chair, who will be constantly monitoring activities in all areas and providing temporary cover where needed.


	Minor Accidents
	General trips and falls in and around the school building.
	All attendees (children, parents/guardians) staff and PTA members.

People walking to and from stalls in hall and classrooms.
	Low risk activity: children will be supervised by their parents/guardians in all areas available to them.
First aiders will be available on-site, whether that be cover from first aid trained teachers/assistants or medically trained members of the PTA 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 PTA Chair in conjunction with the Head Teacher will co-ordinate the children+parents/staff/PTA and the emergency services.

School medical facilities will be available if needed (located outside staff room.


	PTA Chair or nominated deputy will ensure the layout of stalls allows for free-flowing traffic and that there are no obstructions to cause a trip hazard.
If electrical equipment is used, the PTA Chair or nominated deputy will ensure that trailing cables are secured and taped down if possible.
PTA committee members or Teachers will be manning the majority of stalls; for those stalls being manned by Year 6 pupils, PTA members will be on-hand to assist if required.
Head Teacher or nominated deputy and PTA Chair 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).



	Fire / Major Incident
	A major event occurs such as a fire.
	Children, parents, staff and PTA members.
	Low risk activity: existing school procedures to be followed.  All helpers to be aware of fire exits and assembly point (see attached diagram).

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


	Santa’s Arrival 
	Collision.
	Children, parents, staff and PTA members.
	Low risk activity: vehicle will be being driven by Santa or one of his helpers at very low speeds into car park and down into the lower playground.
Younger children will be supervised by their parents/guardians.

	PTA Chair or nominated deputy, and any available teachers/PTA committee, to monitor crowds and ensure clear passage for vehicle (ring bell to announce arrival).

	BBQ
	Burns.
	PTA members manning stall/serving; customers collecting food
	Medium risk activity: PTA servers are all competent in the use of the equipment.

Hot surfaces, including the drip pot used to collect the fat, will not be directly accessible to the customers and no children allowed behind the food area; hot food area will be cordoned off with tables; and restricted number of helpers to be serving to avoid limiting space in the area.

Appropriate kitchen utensils will be used to handle the BBQ to prevent burns.

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.

First aiders will be available on-site, whether that be cover from first aid trained teachers/assistants or medically trained members of the PTA 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 PTA Chair in conjunction with the Head Teacher will co-ordinate the children+parents/staff/PTA and the emergency services.

School medical facilities will be available if needed (located outside staff room.

	PTA Chair or nominated deputy to liaise with PTA servers, check on set-up and advise on first aid procedure.

At least two nominated PTA committee members will staff the activity at all times in the covered area by Reception.

PTA Chair or nominated deputy to liaise with caretaker about use of appropriate fire extinguisher.

Head Teacher or nominated deputy and PTA Chair 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).



	Yr 4 Café and Refreshments and Yr 3 Prep Area Mulled Wine / Cider and Hot Food
	Minor burns from steam/boiling water in kettle/urn.
Minor burns from steam generated from heating of hot food.

Minor burns from heating of mulled wine/cider.
Trip hazard from walking around room.
	PTA members manning stall/serving; customers collecting refreshments.
	Moderate risk activity: mainly for adults, children not allowed behind the serving area; hot urns/slow cookers/heating appliances out of reach of customers; restricted number of helpers to avoid limiting space in the area.
All equipment is used by competent PTA staff, with sharp knives only available for use by PTA staff behind serving counters.
All staff handling food and drink will wear sanitary gloves.
	PTA Chair or nominated deputy to liaise with PTA servers, check on set-up and advise on first aid procedures.
PTA Chair or nominated deputy to ensure no trip hazards for people walking round with cups of tea/coffee/mulled wine/mulled cider/hot food; and for PTA members filling the kettle / urn with boiling water.

At least two nominated PTA committee members to staff the café and one on the mulled drinks at all times.
PTA Chair or nominated deputy to enforce that no alcohol is to be provided to under 18’s.


	Yr 6 Santa’s Grotto and Yr 1 Wizard Wonky 
	Backlog at rooms causing congestion into main corridor; blocking entry/egress point in classroom.
	PTA members manning stalls; children/parents visiting the rooms.
	Low risk activity: in both rooms, children will be supervised by the PTA committee member and/or their parents/carers/older siblings.

Santa is operated as a one in, one out system monitored by the PTA supervisor, with queueing people and children waiting in the corridor area, so as not to impact on other activities. If very busy, people queueing will be ticketed, to ensure a better flow of people. 

Wizard Wonky is a pre-booked event, with 3 shows: 12.30, 13.15 and 14.00, with approximately 25 children per show. There will be a PTA supervisor registering the pre-booked attendees and filling spare spaces as appropriate, who will also stay in the room during the show to provide crowd control. As it is not compulsory for the parents/carers to stay in the room during the show, the PTA committee member will also only allow the children to leave the classroom at the end of the show once their parents/carers come to collect them.


	PTA Chair or nominated deputy to ensure queueing does not impact on other areas.

At least one nominated PTA committee member to staff each room at all times.

Children attending Wizard Wonky shows to be ticked off against a pre-booked register and only allowed out of the classroom when their parents/carers come to collect them.

	Bottle Tombolas / Water into Wine
	Cuts.
	PTA members manning stall; customers attending stall and collecting goods.
	Low risk activity: potential for cuts from broken glass bottles.

Bottles to be arranged in such a way to minimise toppling over or to be knocked into.

Stalls with alcohol to be supervised by adults.


	PTA Chair or nominated deputy to liaise with PTA stall holder and check on set-up. 

At least two nominated PTA committee members will staff the activities at all times.

PTA Chair or nominated deputy to enforce that no alcohol is to be provided to under 18’s – must be collected by an adult 18 yrs or over; failing that, Miss Taylor will place it in safe keeping until such time as an appropriate adult can collect the prize.



	Yr 3 Tombolas and Yr 5 Games
	Backlog at stall causing congestion into main corridor; blocking entry/egress point in classroom.
	PTA members manning stalls; children/parents attending stall and collecting goods.
	Low risk activity: stall to be placed within Y2 classroom to prevent congestion in corridors.

Will be monitored by PTA committee members to keep queues to a minimum and to ensure orderly queuing.


	PTA Chair or nominated deputy to ensure stall allows free flow of movement within classrooms.

At least one nominated PTA committee member to staff each stall at all times; quieter games stalls may share a supervisor.

PTA Chair or nominated deputy to enforce that no alcohol is to be provided to under 18’s – must be collected by an adult 18 yrs or over; failing that, Miss Taylor will place it in safe keeping until such time as an appropriate adult can collect the prize.



	Sand Art
	Sand getting in eyes.
	Children using the kit.
	Low risk activity: activity will be supervised at all times by an adult, who will demonstrate safe use of sand, funnels, scoops and bottles.

In the event of getting sand in the eye, the area should be irrigated with clean water and patted dry.
First aiders will be available on-site, whether that be cover from first aid trained teachers/assistants or medically trained members of the PTA to advise on first aid procedures in the event of irritation. 

Unruly children will be removed.


	PTA Chair will supervise the set-up of this activity and ensure enough space is provided for all sand tubs and children filling bottles.

First aiders to wash area with clean water in the event of irritation. School medical facilities will be available if needed (located outside staff room.
At least one PTA member will supervise the activity at all times.



	Face Painting and Tattoos
	Mild Skin Irritation.
Backlog at stalls causing congestion into main corridor; blocking entry/egress points in surrounding classrooms.
	Children or adults having products applied.
	Low risk activity: activity will be supervised by either a trained beautician or experienced painters; parents/guardians responsible for their children and informing stall holders of any known sensitivities, infections etc.

To the best of our knowledge the products are premium quality, cosmetically certified and meet all requirements under the EU Cosmetics Directive.
Products will also be applied using appropriate application sponges/brushes that are cleaned in-between people.
In the event of minor irritation, the area should be washed with clean water and patted dry.
First aiders will be available on-site, whether that be cover from first aid trained teachers/assistants or medically trained members of the PTA to advise on first aid procedures in the event of irritation. 
	PTA Chair will supervise the set-up of this activity and ensure enough space is provided for all stations.
Clean water and paper towels/tissues to be made available for use, to clean sponges/brushes etc.

Paint not to be applied to unbroken/abraded skin, to people with infections or acne, or people who are sensitive to chemicals – stall holders to ask information of child/parent/guardian. For younger children or those who request it, they may have their arm or hand painted instead of their face.

First aiders to wash area with clean water in the event of irritation. School medical facilities will be available if needed (located outside staff room.
The PTA member on the Sand Art stall will supervise these activities at all times and introduce a ticketing system if demand is high.
Unruly children will be removed.



	Raffle
	Cuts or knocked by falling objects.
	PTA members manning stall; customers attending stall.
	Low risk activity: potential for cuts from broken glass bottles or to be knocked by a prize toppling over.

All prizes to be arranged in such a way to minimise toppling over or to be knocked into.
	PTA Chair or nominated deputy to liaise with PTA stall holder and check on set-up. 

At least one nominated PTA committee member will staff the activity at all times.

PTA Chair or nominated deputy to enforce that no alcoholic prizes are to be provided to under 18’s – must be collected by an adult 18 yrs or over; failing that, Miss Taylor will place it in safe keeping until such time as an appropriate adult can collect the prize.


	Mistletoe & Holly
	Skin punctures / scratches.
	PTA members manning stall; customers attending stall.
	Low risk activity: potential for cuts / punctures from barbs on holly.

Children will be supervised by their parents/guardians.


	Stall holders to exercise caution when handling arrangements and to make buyers aware of safe handling.

	External Stalls
	Falls, cuts and knocks.
	People walking around stalls in hall.
	Low risk activity: items to be arranged in such a way to minimise toppling over or to be knocked into.
First aiders will be available on-site, whether that be cover from first aid trained teachers/assistants or medically trained members of the PTA 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 PTA Chair in conjunction with the Head Teacher will co-ordinate the children+parents/staff/PTA and the emergency services.

School medical facilities will be available if needed (located outside staff room.


	PTA Chair or nominated deputy will ensure the layout of stalls allows for free-flowing traffic and that there are no obstructions to cause a trip hazard.

PTA Chair or nominated deputy to liaise with external stall holders and check on their set-up and advise on first aid/emergency procedure.

External stall holder to be in charge of their stall at all times and request cover for comfort breaks.

If electrical equipment is used, the PTA Chair or nominated deputy will ensure that trailing cables are secured and taped down if possible.



	Set up/ put away
	Injury.
	Children, parents, staff and PTA 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 afternoon.


	Children of helpers to stay in the hall, so we know where they are.


Walkie Talkies

1. Control: Pauline Garner

2. Money/Raffle: Kirsty Tyler

3. BBQ: Scot Garner

4. Café: Lara Conod

5. Yr 5 and Yr 5 Prep Area: Bev Wright
6. Yr 3 and Yr 3 Prep Area: Nikki Minter

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




This risk assessment covers all discos throughout the year.  To be reviewed at least annually.

Signed: 




Position: Chair of PTA



Date: 27 November 2015





This Template is a benefit of PTA-UK membership.  It is published by PTA-UK for its members. Content in whole or part may be produced for the sole use of the PTA whilst in PTA-UK membership. For further information please contact PTA-UK on info@pta.org.uk .  PTA-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. PTA-UK will not therefore be held responsible for loss or other liability that may result from actions or decisions taken by a PTA / member, based on this resource.
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