

Drighlington Events Committee – Drighlington Christmas Light Switch on (Drigmass) 
30th November 2024

	EVENT ORGANISER:   Drighlington Events Committee                                                                                                
	SITE: Station Road

	LOCATION: Station Road

	Responsible Manager
	Z Keighley
	Signature
	
	Date
	

	Assessment by
	Z Keighley
	Signature
	
	Date
	27/11/2024
	
	

	What are the hazards?
( use brief descriptions and BOLD text for important details)
	Who might

be harmed and how?

(Consider public, and visitors as well as staff)
	Evaluate the risks.

What are you already doing?

( use brief descriptions and BOLD text for important details)
	What further action is necessary?
( use brief descriptions and BOLD text for important details)
	Action

By

Whom?

(named person required)
	Action By When?

(usually date of event)
	Complete Y/N

(Date)
(name of person completing action and date)

	Temporary Structures

(stages , marquees, gazebos) 


	Staff, public, volunteers, contractors injury from heavy items being lifted or falling, wind, fire.
	ALL structures to be constructed and used according to manufacturer recommendations, calculations and method statements 

All contractors are qualified for job undertaken.  


	Event manager to monitor the procedures according to guidance documentation 

Event manager to check contractors documentation including risk assessment and insurance
	Zoe Keighley Event Manager 
Rachel Wood Health & Safety Officer,  Contractors
	
	

	Trip Hazards


	Staff, public, volunteers & contractors may suffer injury from a fall.
	ALL public walkways & area’s to be free of any potential trip hazards.

Cables to be dug in where necessary


	Where hazard cannot be removed, it should be highlighted, by hazard tape, to ensure visibility 
	Zoe Keighley Event Manager 

Rachel Wood Health & Safety Officer,  Contractors
	
	

	Generators & Fuel


	Staff, volunteers, public & contractors  may suffer electrocution or burns from fire.
	ALL GENERATORS MUST BE DIESEL to minimise risk of fire.

Generators to be placed away from public area’s and screened by fencing.

Additional fuel to be stored in a locked cage. 

Foam and CO2 Extinguishers located at fire points around event

	Event manager to ensure the monitoring of working practices according to documentation

ALL electrical work to be carried out by a qualified professional 


	Rachel Wood Health & Safety Officer,  Catering, Contractors
	
	

	Adverse Weather 

(high winds, wet conditions, hot conditions)


	Staff, public & contractors may suffer heatstroke, slips caused by wet grounds, injury from wind blown tree branches or structures.
	Contractor method statements to give calculations of wind speed capacity for temporary structures (do not use marquees in high wind)

Area is mainly grassed or tarmac.
Event participants to be notified ( via advertising or other event info ) to wear appropriate clothing and footwear.


	In the event of adverse weather conditions, the Event Manager or Health & Safety Officer to make a decision whether the event is safe to continue.  Details on cancelation is within the MEP
Use loud speaker to warn the public of adverse weather conditions

First Aiders available on site. 
Pre-event information and briefing to ensure event volunteer staff wear appropriate clothing / waterproofs / sun hat / sun block, if applicable and remain hydrated
 
	Zoe Keighley Event Manager,

Rachel Wood Health & Safety Officer,  Contractors
	
	

	Lost Children
	Children attending event getting lost, injured etc.  


	Child safety and welfare policy in place for event

Event manager to ensure that ALL event staff/volunteers  be aware of child protection policy 

Public announcements to state that all children under 18 should be accompanied by a responsible adult.

A designated lost children point located right of main stage and banners indicating position, location managed by Steve Slater

	Two way radios to be used for communications between stewards and contact details for PCSO’s and WYP
 
	Emma Cooper and all stewards/volunteers
	
	

	Manual handling of heavy items

	Individuals lifting and carrying, pushing and pulling heavy items such as tables, marquees, plants, display boards, flasks of water etc are at risk of muscoskeletal injury.
	All involved with heavy lifting should be trained in safe manual handling techniques
	Plan how to lift heavy objects and ensure your route is safe.

Keep a comfortable balanced stance before lifting and get a good grip of the object.

Keep objects close to body, back straight, and bend knees letting legs do the hard work.

Move your feet – do not twist your trunk.

Follow the same rules when putting things down.

Do not:

Lift anything too heavy, unwieldy or unstable. Get help.

Lift or carry anything at arm’s length.

Lift or carry anything when conditions underfoot are unstable.
Participants are advised to report any medical conditions that may be of importance to the Event Lead who will then decide what action needs to be taken, if any. Activity may be stopped if there is any concern

	Zoe Keighley Event Manager,

Rachel Wood Health & Safety Officer,  Contractors Staff

Volunteers
	
	

	Fire
	Staff, public & contractors 
	Event manager to ensure that ALL event staff/volunteers  be aware of fire points and emergency procedures
Public announcements to indicate the emergency and notify the muster point

	Loud speaker/PA system to be used to direct members of the public to the muster point
 
	Zoe Keighley, Event organiser

Rachel Wood Health and safety officer

Staff

Volunteers
	
	

	First Aid Requirements
	Staff, public & contractors 
	Event manager to ensure that ALL event staff/volunteers  be aware of first aid points by placing banner in suitable location
Public announcements to indicate the first aid point

First Aid contractors to be positioned at the event entrance in the Community Sports Club car park. 

Clear First Aid signage to be displayed. 
First Aid contractors to walk event occasionally with first respond bag
Meeting hall car park to be used as muster point for WYAS emergency services
	Loud speaker to be used to notify the public if WYAS are due and to make the roads free

WYAS to muster in meeting hall carpark for transfer of patients
 
	First Aid Contractors are Vie Medic
Defibrator on site
	
	

	Event Cancellation
	Staff, public & contractors 
	Event manager to ensure that ALL event staff/volunteers  be notified ASAP

Notification to be advertised on Facebook and website.  Stewards to be in attendance on the day to notify people

	none
 
	Event organisors and stewards
	
	

	Lost property
	Staff, public & contractors 
	Lost property to be taken to the main stage, S Slater to log and keep safe

Notification to be advertised on Facebook and website.  

	Advertise on website and facebook after the event regarding items lost and found
 
	Steve Slater
	
	

	Event Entertainment Performance
	Public, performers
	Performances will take place in fenced off arenas or with necessary steward presence in case of walk around performance.

Performers to be covered by their own public liability insurance.
	Validation of Performers liability insurances documents on the day.
	Zoe Keighley Event Manager,


	
	

	Biological hazards including contact with needles and broken glass animal excrement
	Staff, volunteers, public and contractors
	Pre event site inspection to take place to remove any hazardous materials
	All participants advised to carry out visual inspection/risk assessment of their designated areas

Participants must not put their hands in areas that are not fully visible.

Presence of sharp objects e.g. needles, broken glass to reported to the Event Manager and Health and Safety Officer


	Zoe Keighley Event Manager

Rachel Wood
Health and Safety Officer
	
	

	Firework display – observing the display
	Staff, volunteers, public and contractors
	Exclusion zone.  Safe distance for spectators to observe (30m parameter)

Exclusion Zone marked out by stakes and safety barriers with No Entry signs
Stewards manning the barriers to prevent access by unauthorised people/public

Fireworks housed behind harras fencing
	Safety announcements of the start of the display and restricted areas
	Rachel Wood
Health and Safety Officer
	
	

	Firework display – injury to those firing pyrotechnics 
	Staff, volunteers, public and contractors
	Full PPE to be worn (gloves, safety glasses)
Pyrotechnics to be wrapped in clingfilm to reduce risk of misfire due to water ingress

Pyrotechnics fastened to industrial strength boards which are stakes to the floor to prevent ‘movement’ of the pyrotechnics during firing
	First aider on site
Appropriate fire extinguishers on site
	Rachel Wood
Health and Safety Officer
	
	


