[bookmark: _heading=h.gjdgxs]Risk Assessment for the Lovelace room at The Mansion

	Location:

Lovelace Room, The Mansion, Totnes, TQ9 5RP




	Details of workshops, training, events, craft activities (please include anticipated numbers):




	Name of main contact:
	Date Form Completed: 


	Telephone: 


	Email address:




Risks that have been identified on this risk assessment:
· Portable electrical equipment
· Slips, trips and falls
· Manual handling/ergonomics
· Food/drink
· Structures and layout
· Fire
· Access and egress / Public

We have also noted what measures need to be put in place to control these risks. Please edit/add/delete as appropriate for your event. There are extra rows at the end for you to add any other risks you may identify.






Risk Assessment 

	Risk Areas
What are the hazards?
	Who might be harmed and how?
	Measures to be put in place to control or remove the risk
	Responsible Person

	Portable electrical equipment
	Trailing wires from laptop, PowerPoints or sound equipment can pose a trip hazard. 

Risk of electrocution from faulty/mishandled electrics.

Risk of fire from faulty electrics. 
	All participants, leaders  and those in local vicinity. 

	· Ensure any portable devices brought in have a current PAT test.
· Situate electrical equipment close to plugs and manage egress around wires, alerting other room users to location. 
· Only use well maintained equipment with appropriate tests and certifications.
· Only those with appropriate knowledge or training to use electrical equipment. 
· Food and drink to be kept away from electrical equipment.   
	

	Slips, trips and falls
	Risk of trips from materials or equipment left unattended or in passing areas of the room.

Slips from spilt drinks or food 

	All participants, leaders 
	· Encourage each participant to use the room in an organised and methodical manner, keeping bags and equipment out of passing places and ensuring ample room for flexible working. 
· Any spilt food or drink to be mopped-up swiftly. 
· make sure that foot wear is sturdy. 
· NO BARE FEET 




	


	Risk Areas
What are the hazards?
	Who might be harmed and how?
	Measures to be put in place to control or remove the risk
	Responsible Person

	Manual handling/
ergonomics
	Risk of injury whilst moving of furniture to achieve desired layout.
	Leaders
	· Establish most appropriate room set-up to start with to avoid unnecessary movement. 
· If moving of furniture is required make sure everyone in the vicinity is aware of the move, and brief all those helping on safe lifting postures and movements. 


	

	Food/drink
	Hot beverages (from café or from portable urns) pose risk of scalding.
 
Spilt drinks or food can pose risk of slipping (as above). 
	All participants, leaders 
	· If food or drink is served in room do so on a steady surface separate from the main working activities of the event. 
· Don’t over-fill urns or other vessels of hot water to minimise the amount of standing unused or remaining hot water at the end of the event. Allow to cool before transporting for disposal.
· Keep serving areas clean and tidy, with receptacles for collecting waste.
· Minimise transporting of drinks in open containers around the room by providing seating with tables or other places for rest and consumption.  
· Mop-up spit drinks as swiftly as possible. 

	

	Risk Areas
What are the hazards?
	Who might be harmed and how?
	Measures to be put in place to control or remove the risk
	Responsible Person

	Structures and layout
	Chairs, artwork and other furniture can pose risk and prevent free movement towards exit if required in an emergency. 

Risk from overcrowding if the  layout prevents flow of people 
	All participants, leaders  and those in local vicinity. 
	· In setting up room, consider navigation needs of participants numbers and based on activities – ensuring people can work flexibility and safely, and can exit the room easily as needed. 
· Regularly review set-up during session to check that movement of items, or people does not require a re-positioning of furniture or re-programming of activities. 

	

	Fire
	Fire from open flame	
	All participants, leaders  and those in local vicinity. 
	· No open flames on the premises

	

	Access and egress / Public



	Members of the public become agitated or aggressive.

More people come than anticipated & passageways or exit/entrance is blocked.
	All participants, leaders  and those in local vicinity. 
	· Provide clear information in publicity about the nature of the activity
· Those leading or facilitating a session have a means of changing or stopping activities if needed.  
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What are the hazards?
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	Measures to be put in place to control or remove the risk
	Responsible Person

	
	




	
	
	

	
	




	
	
	

	
	




	
	
	

	
	




	
	
	



Risk assessment for the Lovelace room at The Mansion
