EXAMPLE TEMPLATE


Risk assessment template for the following events organised in a venue that is not a COVID-secure venue:
· a wedding or civil partnership ceremony and reception
· a funeral
· a wake or commemorative event following a death                                           

	Name:
	        
	
	        

	Date of event:
	        
	Date assessment was carried out:
	        


Guidance
This template is to help individuals who are hosting or organising an event for more than 30 people in venues  that have not previously  followed the government’s COVID-secure guidance during the pandemic. This includes gardens of private homes, and structures on private land such as marquees in fields. They do not include indoors within private homes.
This template is not a completed risk assessment but is an example which may help you to complete your own risk assessment. Appropriate mitigations will vary depending on the nature of your event and venue.
You should do this in good time before the event and keep it for 28 days once the event is over. Sometimes, you may find that something changes and you need to update the risk assessment to decide what needs to be done differently as a result.
By the day of your event, you should ensure that you put in place all the controls you have identified in your risk assessment.
Read the guidance on how to plan an event safely, including how to complete a risk assessment. Read the guidance for weddings and civil partnership ceremonies, receptions and celebrations or the guidance on funerals and commemorative events for more information on the possible risks at these events, and steps you can take to minimise them.
	What are the hazards that might help spread coronavirus?
	Who might be exposed to the virus as a result
	How to control the risk
	What further action do you need to take to control the risks?
	Who needs to do this?
	When do they need to do it by?
	Tick here when complete

	Poor hygiene (hands)
	Attendees
Workers

	Follow guidance on cleaning hands and provide hand sanitiser:
• Provide hand sanitiser
• Provide water, soap and drying facilities
• Provide information on when and how to wash hands properly.
Based on the number of people coming to the event decide:
• how many washing facilities you need
• where washing facilities need to be located.
Provide hand sanitiser at places where people can’t wash their hands such as when they arrive at the venue, when they enter rooms etc.
	Decide how you are going to tell people when and where they should wash their hands
You could put signs up to remind people to wash and sanitise their hands
Decide how you are going to make sure hand washing/sanitising facilities work throughout the course of the event
	        
	        
	        

	Crowded areas or ‘pinch points’
	Attendees
Workers

	Identify:
• Where might people congregate?
• Are there any areas where they won’t be able to socially distance?
• Are there areas where there might be less ventilation than elsewhere - for example rooms with no opening windows?  Are there surfaces lots of people will touch?
• Are there any areas or surfaces people will touch frequently and are hard to clean?
How will you reduce these risks?
For instance, you could consider some of the following:
• ask people to queue when moving between rooms or when waiting for services (such as toilets or food stands)
• arrange the event so people have allocated seats and table service is provided for food/ drinks
• reduce the amount of time people congregate together - e.g. by planning how people will move around the event such as from ceremony room to dining area
• look for places where a one-way system would help people move around the event
• leave non-fire doors open to reduce the amount of contact with doors and also to increase ventilation
• increase ventilation in indoor spaces where possible
• considering holding the event outside, if necessary with overhead cover, to improve ventilation
	You should think about how you are going to tell people what you expect them to do - eg following one-way systems, allocated seating etc.
If you need to increase ventilation because of the number of people there, decide how and when you will put this in place.
	        
	        
	        

	Poor hygiene (surfaces)
	Attendees
Workers

	Identify surfaces that are likely to be frequently touched through the event e.g. handrails and door handles. You may be able to leave doors open to reduce the need to touch them.
Decide how you will keep surfaces clean - e.g. you could provide hand sanitiser for people using them and then ensure they are cleaned regularly during the event.
You can keep surfaces clear to make it easier to clean and reduce the likelihood of contaminating objects.
You could consider providing a cloakroom for personal belongings to make cleaning easier.
	If necessary, decide how cleaning will be done during the event.
Decide how you will tell your visitors what they need to do to keep surfaces clean.
Decide where you will put cleaning products you are expecting visitors to use.
Decide who will stock-up cleaning products during the event, if needed.

	        
	        
	        

	Lack of additional mitigations to enable 1m+ social distancing
	Attendees
Workers
	Identify where people may stay 1m apart, instead of 2m, and possible mitigations.
You could:
· encourage people to wear face coverings inside, particularly around people they don’t usually meet.
· open the windows to let fresh air in, or host the event outdoors.
You should not allow dancing. Everyone should be seated whilst eating and drinking.
	Provide signage to encourage people to wear face coverings inside, particularly around people they don’t usually meet
	
	
	

	Social distancing being difficult to maintain
	Attendees
Workers

	Follow guidance on social distancing.
Identify places or times when it might be difficult to social distance.
Identify how you can help people maintain social distancing. This may include:
• encouraging people to queue when waiting for services (such as toilets or food stands)
• designing one-way systems (e.g. using different doors for the entrance and exit)
• staggering timings for groups of visitors to move from one place to another
• making sure the capacity of the venue is big enough to allow the visitors you intend to invite to social distance

	Provide signage and markers so people understand what they need to do.
Provide information to visitors and workers so they understand what they need to do.
	        
	        
	        

	Poorly ventilated spaces
	Attendees
Workers

	Identify poorly ventilated areas of your venue where guests will be going. These areas can be stuffy, sometimes have an odour and may not have windows and/or another type of ventilation.
Fresh air is the preferred way of ventilating the venue. This means opening windows and doors (that are not fire doors), where possible.
Decide what steps you can take in poorly ventilated areas to improve it. This includes:
• improving natural ventilation (eg opening doors and windows)
• providing mechanical ventilation (such as air conditioning and extractor units)
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