LIONS CLUB OF FLEET

RISK ASSESSMENT – DIAMOND JUBILEE CONCERT 2012
Arrival & Entrance - The Drop Off area for mini-buses & cars for a level access to The Church on the Heath, Elvetham Heath is outside the main entrance. See item 6 below. All vehicles are to park in Morrisons car park.
Emergency – If any emergency arises during the Performance, the Event Manager will conduct proceedings. There are 3 exits from the Church Hall, Left fire exit, Right fire exit and Hall entrance doors. Two Lions will be standing at the each exit to facilitate exit from the Hall. Lions & helpers to assist members of the Audience to leave as necessary.

	ITEM
	ACTIVITY
	HAZARD
	RISK
	ACTION
	MONITOR

	1
	Set up & clear up Hall.
	1. Lifting chairs etc.
	Injury to Lions.
	1. Observe Lifting & Handling Rules.
	Church personnel.


	2
	Set up & clear Performing area.
	1. Moving altar, chairs etc.
	Injury to Lions & helpers.
	1. Observe Lifting & Handling Rules. 2. Take care mounting steps.
	Event Manager.

	3
	Set up & clear Kitchen area.
	1. Filling & moving urns etc.
	Injury to Lions & helpers.
	1. Observe Lifting & Handling Rules.
	Kitchen Manager.

	4
	Collect & return Audience by Coach or Minibus.
	1. Getting in & out of Coach or Minibus.
	Injury to Lions & Audience.
	1. Use step stools, if appropriate, and ensure they are on level ground and ensure passengers feet are safely positioned on the step stool.

2. Have patience & take care at all stages of journey.
	Coach or Minibus Representatives.

	5
	Collect & return Audience by Car.
	1. Getting in & out of Car and from & to home. 
	Injury to Lions & Audience.
	1. Have patience & take care at all stages of journey.
	Lions, Car drivers, Escorts.

	6
	Arrival & departure of Audience at Hall.
	1 Getting between Coach, Minibus, Car to Entrance.
	Injury to Lions & Audience.
	1. Have patience & take care escorting members of the audience.
	Lions, Car drivers, Escorts.

	7
	Getting between Entrance and Seating in Hall.
	1. Crowding at Entrance & in Hall.
	Injury to Lions & Audience.
	1. Have patience & take care escorting members of the audience.
	Lions, Car drivers, Escorts.

	8
	Preparing tea etc in Kitchen.
	1. Hot water. 
2. Pouring drinks. 
3. Helpers moving about.
	Injury to Lions & helpers.
	1. Organise area and helpers.               2. Take care with hot water & drinks.
	Kitchen Manager.

	9
	Serving tea etc to Audience.
	1. Manoeuvring between seats. 
2. Serving hot drinks being carried on trays.
	Injury to Lions, Audience & helpers.
	1. Take care at all times.
	Event Manager.

	10
	Selling Raffle tickets & Draw.
	1. Manoeuvring between seats.
	Injury to Lions & Audience.
	1. Take care at all times.
	Raffle Manager.

	11
	Activity in Hall during Concert.
	1. Manoeuvring between seats. 
2. Getting on & off steps.
	Injury to Lions, Audience & Performers.
	1. Take care at all times.
	Event Manager.
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