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RISK ASSESSMENT FINDINGS 
(Blank Template)
	Department/Service
	

	Date
	

	Assessor
	

	Approved By
	

	Review Date
	


Relevant Legislation:

RISK ASSESSMENT RECORD
ACTIVITY and/or ENVIRONMENT TO BE ASSESSED: School Fayre/Fete
DATE: 
   
	KEY (People at risk)
	Likelihood (L)
	Severity (S)
	Risk Calculation
	Risk Rating

	E = Employee        YP = Young Persons

P = Public 

C = Contractors

V = Visitors

EM = Expectant Mothers
	1.  Very Low (rare/very unlikely)

2.  Low (unlikely)

3.  Medium (could occur/possible)

4.  High (likely to occur/probable)

5.  Very High (near certain to occur)  
	1.  Insignificant (nuisance/discomfort)

2.  Minor (no lost time)

3.  Moderate (time loss)

4.  Significant (serious/incapacity to work)

5.  Major (Death)
	Likelihood x Severity

=

Rating
	1- 6    LOW RISK        Monitor 
8-12  MEDIUM RISK  Monitor, review & reduce risk where possible
14-25 HIGH RISK        Further Action Required


	1.Hazards Identified and potential harm it could cause
	2. People

At Risk
	3.Controls in Place
	4.Risk Rating
	5. Further Action Required/ Recommendations


	6.Target Date for Completion

	
	
	
	L
	S
	Score
	Risk
	
	


	Selling of foods at School Fayre/Fete that contain allergens

	
	All stalls to have sign – ‘WARNING products may contain…’ displayed in a prominent position if relevant or unsure of ingredients please ask.
	
	
	
	
	Full list of ingredients available for each product.
	

	Hot refreshments
	
	· 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. 
· Hot drinks served at entrance. Parents responsible for own drinks and safety of transporting around school.
	
	
	
	
	
	

	Food prep
	
	· Where people are serving/preparing food they have received appropriate food hygiene training level 2. 

· There is hot water, hand washing provision close to where food is prepared.

· Where selling homemade cakes – staff will refer to CCC guidance, including listing the ingredients.

· Where vendors are preparing, serving and selling food. School have received the appropriate documentation to ensure they are able to do so and there is a list of allergens which can be viewed by the public.
	
	
	
	
	· Only designated persons allowed in immediate area.

· Area is kept clear of litter and tripping hazards.

· Ensure there are suitable means of storing food and temperature control. Food should not exceed 8oC and not be left out of refrigerated conditions for long periods of time (no more than 2 hours). 

· High risk food which has been above 8°C for more than 2 hours should be disposed of.

· Cooking Temperature of food high risk foods i.e. Burgers, Sausages, Chicken etc. should be taken and reach a minimum of 75oC before serving (please see web link for BBQ safety)

· Strictly no smoking/vaping on the premises.
	

	Allergic reaction (anaphylaxis)
	
	Refer to Anaphylaxis management – Allergic reaction to: Risk Assessment
	
	
	
	
	
	

	Accidents, welfare, first aid
	
	· First aiders will be present on the day 

· First aid kits will be readily available, they are fully stocked and ready to use.

· School ensures AED is working and ready for use.

· Children will be supervised by their parents/responsible adult.

· Contractors should have their own first aid supply.

· Report all accidents/Incidents to the nominated contact at the event.
	
	
	
	
	· Toilet facilities must be made available. If the toilets within the school are to be used adequate provision of soap, hot water and paper towels should be made available and replenished accordingly.

· Consider using signage to direct visitors to toilets/welfare areas to avoid them getting lost/accessing unauthorised areas.

· School to make all staff, contractors, volunteers know what to do in an emergency including arrangements for the management of lost children.
	

	Crowd control – numbers of visitors exceed expectations.


	
	· Ensure adequate arrangements are in place to deal with number of visitors and to comply with the schools’ fire risk assessment.
· Free ticket entry rather than free entry. 
· Ensure event is advertised through normal channels.
· A fete will take place outside on large school yard/ field.

· Where the hall is used a safe number of entrants will be permitted at one time.

· Designated staff members/ stewards on site to monitor the number of people.

· Think about the layout of site and where stalls/activities will be positioned to avoid large numbers of people queuing or congregating, so it doesn’t block access/egress routes.

· Have a designated point for lost children who they can report to.
	
	
	
	
	Consideration should be given to:

Capacity of the venue.

Entrances and exits must be always kept clear.

Means of escape in emergencies events should be clear and sufficient

Provisions for people with special requirements- ramps, rails, access/egress routes

Maintenance of the venue- floors, lighting etc. free from hazards.

Facilities such as toilets and information points

Access for first aid facilities

Provisions for bad weather 

Methods/procedures for dealing with overcrowding and unacceptable behaviour- who is responsible etc.


	

	Inclement weather

	
	· Ensure inclement weather is considered e.g. indoor / outdoor arrangements, shade, shelter, access to drinks etc.
· Head Teacher and SLT will make the decision if it is safe to continue or whether the event needs to be postponed.

· In inclement weather – some stalls and activities may be continued in the school hall. To be determined by the Head Teacher / SLT.

· Sun Safety – school will ensure staff and volunteers are provided with shaded areas and are prepared for weather conditions.

· People involved are reminded prior to the event of their responsibility to dress appropriately for changing weather, including sensible footwear.

	
	
	
	
	· Inflatables must be safely anchored down – with at least 6 anchor points – refer to manufacturers’ operational manual for details. 
· An Anemometer is recommended to check wind speed before use and during use. The vendor is responsible to check this.


	

	Fire hazards - blocked exits, obstructed emergency routes, waste materials
	
	· Pre-event visual checks of fire exits; fire extinguishers and signage displayed.

· Staff members (stewards) monitor designated areas.

· Ensure adequate number of waste/recycling bins provided for the event.

· All staff and contractors/ vendors briefed on site emergency procedures.

· Food vendors will be based outside and will be responsible for their own housekeeping and removal of waste. Vendors will be made aware of their responsibilities for the removal of waste at the time of booking.

· Clear route kept for emergency vehicles.
· A fire risk assessment is in place for the school.
	
	
	
	
	· Pre-event checklist can be developed and used.

· Vendors/ contractors will supply their own fire safety procedures and insurance documentation. 

· Where the school hall is used, the occupancy will not exceed the maximum capacity for safe use of the hall as determined by the fire risk assessment.

· The emergency plan should be readily available and displayed.


	

	Fire hazards - Ignition sources and hot surfaces e.g. BBQ, generators
	
	· No smoking or vaping inside or outside the school.

· Charcoal barbecue should not pose a significant risk. 

· Flammable and combustible items must be secure and sited away from ignition sources, used appropriately and well maintained.

· An additional fire extinguisher and fire blanket to be provided close to the BBQ.
	
	
	
	
	· If a generator is being used by a contractor this must be fenced off. Additional fuel containers must not be stored alongside the generator. 

· There should also be an appropriate fire extinguisher.
	

	Slips, trips and falls, poor housekeeping arrangements
	
	· Dynamic risk assessment carried out before the event to check any uneven ground, potholes, raised surfaces.
· Ensure walkways/access routes are clear of trip/slip hazards on school site.

· Staff to monitor housekeeping standards/condition of floors and traffic routes.

· Food vendors will be based outside and will be responsible for their own housekeeping and to report any spillages to school staff.

· Stalls/activities/tables – Ensure on firm, level ground and the ground can support the activity safely.

· Public liability is in place by the school or the PTA if organising the event should have insurance cover.

	
	
	
	
	· Spillages to be reported and warning signs to be placed – ‘warning of wet floor’ if required.

· If there are any trip hazards or uneven ground - cordoned off.

· Power cables should ideally not cross a walkway or taped down to avoid a trip hazard.

· Members of the public must not be able to access electrical or mechanical components.

· Vendors are responsible for their own risk assessments and must have their own public liability insurance.

· Staff to be briefed on the safe removal of any identified hazards i.e. Sharps.
	

	Animal contact: 

Zoonosis, bites, falls e.g. pony rides and petting rabbits/guinea pigs.
	
	· Supervised by the person responsible for the animal.

· Hand sanitiser to be provided by person responsible.

· Toilets available at school site.

· Check if any allergies before petting/handling.
	
	
	
	
	Vendor should have own public liability insurance in place and risk assessment for activity.


	

	Attractions:

Fairground Rides, Inflatables,
	
	· Fairground vendor will supply ASIPS/ Insurance and/ OR PIPA registration.

· Vendor will provide risk assessments and method statements for safe use/installation of the ride/inflatable.

· Vendor is responsible for safe operation and management of the ride/inflatable at all times.

· Adequate supervision when in use is required by the vendor or school staff if it is hired. If the latter, manufacturer information should be provided by the supplier.

· Segregate the electric/blower/back of the inflatable to prevent unauthorised access.

· Ensure any tripping points where people will access are highlighted and covered.

· Safety mats should be provided at access/egress points to help minimise impact from falls.

· Keep groups on inflatable to appropriate age range and similar size. 

· Avoid overcrowding – check the maximum numbers of users at one time and heights.

· All inflatables should be secured down to ensure they are not able to move or blow away. At least 6 anchor points.
	
	
	
	
	· A competency questionnaire should be completed by the contractor. (1st Phase vetting).

· Staff to check this insurance is in place before the event.

· School to refer to guidance from CCC insurance department on inflatable structures and liability cover (see link on front page).

· Request a copy of maintenance/test certificates for the inflatable.

· The electric blower should be tested for electrical safety.

· Is the inflatable built to a safety standard – BS EN 14960?

· Do not use in high winds/bad weather (see section below – inclement weather).

· Keep spectators at a safe distance when in use.

· Ensure any violent behaviour is dealt with by removing them off the activity.
	

	Gazebo/stalls/

Activities
	
	· Vendor will provide risk assessments and method statements for safe use/installation of the gazebo/stalls.

· Higher risk activities/games should be risk assessed by vendor.

· Temporary structures should be sited away from walkways and will not obstruct fire exits. 

· Installed and positioned on even ground.

· Where staff or volunteers run a stall, they are responsible for its safe conduct – ensuring there are no obvious hazards such as trailing wires, sharp points, damaged equipment etc
· All parties are aware of site rules and emergency procedures
· Activities involving water will not be sited near electrical equipment or involve electrical equipment.
	
	
	
	
	· Where schools erect domestic style gazebos, they are provided with manufactures instructions or overseen by a designated person with experience in erecting school’s equipment/ gazebo. 
· Where possible temporary structures should be secured to prevent movement.
· Equipment is in good repair and fit for use – pre use checks by supplier.
	

	Manual Handling
	
	· Minimal manual handling, carry out manual handling in accordance with their own training/abilities.

· Use a lifting aid to reduce manual handling.

· Staff to seek support from the Site Manager if required.

· Park as close as possible to unload/load heavy items

· Do not lift/move items if too heavy or bulky or if you have any injuries/pregnant/ back problems or any personal circumstances will prevent ease of lifting or moving.

Things to remember for safe lifting/carrying:

· Do not carry too much at one time. Break the load down to smaller parts – the smaller/lighter loads will reduce risk.

· Share the load with two persons

· Lifting and carrying aids e.g., movable trolly to be used as needed.

· Follow correct lifting technique – bend knees, keep back straight, use legs not back, keep load close to body.

· Check the route – clear, good lighting, any obstructions.

· Wear suitable shoes with good grip

· Avoid twisting/over stretching.


	
	
	
	
	· Vendors to carry out own manual handling and have risk assessments to support this.

· Report any accidents on the accident report form and then email it to the H&S team
	

	Traffic and moving vehicles
	
	· Avoid the need for vehicles to access the area during the event.

· All vehicle movements will be made before the event and after the event.

· Segregate vehicles and pedestrians.

· Have a site layout plan in place in advance and share this with visitors attending and vendors.

· Keep a clear route for emergency vehicles so they can access the area easily and safely and with no obstructions.

· Have a designated vehicle parking area
	
	
	
	
	· Clear layout for car parking with stewarding to ensure pedestrians use designated walkways.

· People directing traffic/vehicles need to wear a high vis jacket.

· Stalls, and all other structures should be positioned so not impeding access and allowing circulation around the site.
	

	Electrical Safety
	
	· All electrics once set up to be checked by competent person. All electrical distribution boards guarded and made secure.

· Ideally low voltage/battery equipment should be used outdoors.

· Protect electrical equipment from the rain/water.

· School equipment is covered by a PAT programme. Mains electricity has been inspected within the last 5 years.

· External cables to be kept to an absolute minimum 

· and fitted with trip switches as required.

· Prevent cables trailing across walkways.

· Use tape over cables if there is a trip hazard

· Members of the public must not be able to access electrical or mechanical components

· Unravel all extension leads fully and no daisy chaining.
	
	
	
	
	· Additional fuel containers must not be stored alongside the generator. There should also be an appropriate fire extinguisher. 

· The vendor should have a risk assessment for the use of the generator.
	

	Noise (including environmental noise) and vibration
	
	· Local residents informed of the event in advance.

· Time frame for event so people can be informed in advance of what to expect.

· Instigate job rotation especially in halls/indoor locations where maximum levels will be experienced with disco and band.

· For loud music – the audience should not be allowed within 3m of any loudspeaker. This can be achieved using approved safety barriers and dedicated stewards, wearing appropriate hearing protection.
	
	
	
	
	· Be considerate to any complaints received with a reasonable response.

· Liaise with Environmental Health where necessary

· Contractors responsible for assessing the risk of noise and vibration as a result of the use of their equipment and appropriate controls. 

· Ensure than limiters are placed on equipment to prevent the noise level to the audience not exceeding 107dB (A)
	

	Violence
	
	· Violence and aggression will not be tolerated towards any individual. Any concerns should be reported to the head teacher without delay.

· Areas of the school not in use will be locked off.

· Where required an ALERT form will be completed and sent to LA without delay.

· The school should have a Violence at Work risk assessment and communicated to all staff.

· Vendors are responsible for their own risk assessments when handling money.

· All stalls handling money to be manned by 2 people. Cash to be transferred to secure area regularly by 2 people after the event.

· No serving of alcohol unless specific licence has been provided. 
	
	
	
	
	
	

	Lack of communication/organisation
	
	· Ensure there is a nominated person/director for the event to make informed decisions/effective communication/emergencies.

· School based /site specific information shared with all vendors at the time of booking. 

· Where vendors haven’t worked or visited the site before, they are invited to visit prior to the event.

· Contractors are provided with an arial map detail access/ egress arrangements and times for access.

· Written information is shared with all parties on school rules, welfare, emergency procedures, H&S responsibilities. T&C.

· School staff/ volunteers are familiar with the school site and emergency procedures to follow.
	
	
	
	
	· Communicate the nominated person to contractors attending.

· Agree Ambulance entrance route or parking location prior to event. Keep this area clear in event of emergency.
	

	Face Painting and Tattoos (Pamper Room
	
	· Activity will be supervised by PTA member.
· 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.
	
	
	
	
	
	

	Raffle
	
	All prizes to be arranged in such a way to minimise toppling over or to be knocked into.
	
	
	
	
	
	

	Disposal of waste
	
	· Arrangements with local council/waste management company for the disposal of any waste classed as hazardous i.e. light tubes, medical waste etc.

· Waste disposal procedures risk assessed.

· Sufficient waste disposal bags/containers available with arrangements for immediate collection or storage until refuse collection day.

· All relevant people to be briefed on arrangements.

· Arrangements in place to clear site of litter and refuge after event.

· Special containers for glass.

· Yellow medical disposal containers provided for needles/sharps.

· Safe procedure documented and shared with relevant personnel for the disposal of any sharps.
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ACKNOWLEDGEMENT OF RISK ASSESSMENT                                                                  Version:

PLEASE READ THE NOTICE BELOW BEFORE SIGNING THIS FORM 

I acknowledge that I have read and understood the Risk Assessment/s associated with this task/event/equipment etc

	Forename
	Surname
	Employee Signature
	Date
	Manager’s Signature
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