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MEMBER NETWORK EVENT risk assessment form

	Event title: 

Date:  

	Event location: 
	Event date:  

	Examples of potential hazards:      (Please tick all that are significant)   (
Extreme climatic conditions
Abuse or personal attack
Difficult terrain 

(e.g. loose rocks, thick mud)
Dangerous conditions 

(e.g. heights, cliff faces, climbing trees, quarries, caves)
Dangerous habitats 
(e.g. mountains, farmland, wetlands, aquatic areas)
Animal related injuries 
(e.g. mammal/snake bites, rabies, Weil’s disease etc.)
Plant related injuries
 (e.g. stings and allergic reactions.)
Insect related injuries
 (e.g. Lyme disease from tick bites)
Asthma, dermatitis and other allergies

Use of tools and equipment (e.g. boats, step ladders)

Classroom hazards
 (e.g. slips and trips, manual handling, classroom access)

Fire


	Using the list above and your knowledge of the activity, select the SIGNIFICANT hazards.

Give priority to hazards where the probability or severity is high.

	Significant hazards: (Rate the hazards using the Risk Rating Analysis Matrix given in Table 1. Ignore minor hazards covered by normal safe working practices) 
	Likelihood
	Consequence
	Risk rating

	Undulating/rough terrain and/or steep slopes, poor footpaths

Soft mud/unstable/ steep edges of paths and or streams

Dense vegetation, including brambles, nettles

Over-hanging or falling branches/trees/deadwood
Dense understory/getting lost

Weather – rain, wind, sun (hypothermia/dehydration/sunburn)

Pre-existing medical condition (asthma, hayfever, diabetes etc)

Weil’s disease (contaminated water) or Lyme’s disease (ticks)

Food allergies (if catering is provided)
	
	
	

	Control measures: (Refer to Table 2 for an interpretation of the Actions and Timescales required relative to the above individual Risk Rating)
Advise participants in advance to wear suitable footwear with ankle support and appropriate weather-proof clothing (e.g. waterproofs, or sun hat and sun cream). 

Consider cancelling the event if weather conditions are too harsh or unsuitable.
Remain aware of immediate surroundings, stay clear of unstable path & stream edges, warn others about potentially hazardous branches etc.  Avoid hazardous areas, particularly if windy. 
Conduct regular checks of attendee numbers. Instruct all participants on where to go or who to call if they become separated from the group.
All attendees are responsible for carrying and administering their own medication. 
Ensure a first aiders is present and a first aid kit is available.

	Emergency procedures: (Please use additional sheet if required)
Name and contact details of first aider in attendance.
Details of nearest hospital with an accident and emergency department.

	Additional information: (Please use additional sheet if required)


	Date risk assessment completed
	

	Date to be reviewed (within 36 months of the date above)

	

	Signed by event provider
	


	Table 1: Risk Rating Analysis Matrix

	
	Likelihood

	Consequence
	1  Very Unlikely

(freak event – no known history)
	2  Unlikely

(unlikely sequence of events)
	3  Possible

(foreseeable under unusual

circumstances)
	4  Likely

(easily foreseeable -  odd incident may have occurred)
	5  Very Likely

(common occurrence – aware of incidents)

	5   Very Severe (long term disability/death)
	Acceptable

5
	Moderate

10
	Substantial

15
	Intolerable 
20
	Intolerable 
25

	4   Severe 
(major injuries) 
	Acceptable

4
	Moderate

8
	Substantial

12
	Substantial

16
	Intolerable 
20

	3   Moderate (heavy bruising, deep wound)
	Acceptable

3
	Acceptable

6
	Moderate

9
	Substantial

12
	Substantial

15

	2   Slight 
(minor cuts, bruises)
	Trivial

2
	Acceptable

4
	Acceptable

6
	Moderate

8
	Moderate

10

	1   Negligible 
(no visible injury)
	Trivial

1
	Trivial

2
	Acceptable

3
	Acceptable

4
	Acceptable

5


	Table 2: Interpretation of the Actions and Timescales required relative to the Risk Rating identified using the above Analysis Matrix.

	Risk Rating
	Action and Timescale

	Trivial

1 to 2
	No action is required to deal with trivial risks and no documentary records need be kept (insignificant risk).

	Acceptable

3 to 6
	No further preventative action is necessary but consideration should be given to cost-effective solutions or improvements that impose minimal or no additional cost burden. Monitoring is required to ensure that the controls are maintained.

	Moderate
8 to 10
	Efforts should be made to reduce the risk but the costs of prevention should be carefully measured and limited. Risk reduction measures should normally be implemented within three to six months, depending on the number of people exposed to the hazard.

	Substantial
12 to 16
	Workshops should not be started until the risk has been reduced. Considerable resources may have to be allocated to reduce the risk. Where the risk involves work in progress, the problem should be remedied as quickly as possible.

	Intolerable
20 - 25
	Workshops should not be run until the risk level has been reduced. While the control measures should be cost-effective, the legal duty to reduce the risk is absolute. This means that if it is not possible to reduce the risk, even with unlimited resources, then the workshop must not be run.


Guidance for the completion of THE risk assessment form

Step 1: What are the Hazards?

Spot hazards by:
· walking around the venue and indoor sites;
· walking around any field sites;
· asking your employees or employers what they think; and
· checking manufacturer’s instructions.

Step 2: Who Might be Harmed and How?

Identify who could be injured. Remember:
· some participants may have particular needs;
· any other people who you may be running the event with;
· anyone else who may be sharing the classroom/fieldwork sites; and
· members of the public.

Step 3: Identify Measures to Minimise/Control the Risk? 

List the steps that have been taken to reduce the likelihood of harm or make any harm less serious. In the control measures section you can include things such as notifying someone of a site visit location and expected return time. There is also a place on the form for tutors to record any emergency procedures in place such as a qualified first aider being present or location of the nearest hospital.

Step 4: How Will You Put the Assessment into Action?

Remember to prioritise. Deal with those hazards that are high risk and have serious consequences first.

Step 5: Review Date

Review your assessment to make sure that it is still fit for purpose. If there is a change in your classroom/fieldwork site(s), remember to check your risk assessment and, where necessary, amend it.

Step 6: Inform CIEEM and Participants at the Event
Any risks or hazards identified in the risk assessment should summarised and participants told of these risks at the start of the event. The actual risk assessment needs to be submitted to CIEEM 3 months prior to the event date. Event participants should be informed of the fire procedures at any classroom venues.
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