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     Risk Assessment
	Project Title/ Event:
	Canley Youth Club

	Summary of Event (number attending, location, activities):
	Volunteers will help young people engage in activities/games 

Sessions will take place at Canley Community Centre under the supervision of Anna-Marie Corbett

	Date(s):
	


	Form completed by:
	

	Form approved by (Warwick Volunteers Staff):
	

	Date form completed:
	


	Mandatory requirements
	Events/Circumstances that could increase risk

	Full supervision provided by Anna-Marie Corbett
	
Extreme weather conditions

	Supervisory ratio of adults to children appropriate to age and activity
	Lone travel 

	First-aid box provided and nominated first-aider always on site
	

	
	


	Degree of Risk Calculation

	
	Likelihood

	
	Unlikely
	Possible
	Likely
	Very Likely

	Consequence / Severity
	Minor Injury
	Minor Injury - Unlikely
	Minor Injury - Possible
	Minor Injury - Likely
	Minor Injury - Very Likely

	
	Major Injury
	Major Injury - Unlikely
	Major Injury - Possible
	Major Injury - Likely
	Major Injury - Very Likely

	
	Death/Paralysis
	Death/Paralysis - Unlikely
	Death/Paralysis - Possible
	Death/Paralysis - Likely
	Death/Paralysis - Very Likely


	Prioritisation of risk factors

	Minor risk
	No action required

	Moderate risk
	If possible, action must be taken to reduce risks to a minor risk

	Substantial risk
	Action MUST be taken to reduce risks or activity MUST be suspended 


	Definitions - Severity

	No injury
	Participants finish the activity with no negative impact to their health or wellbeing

	Minor injury
	Might include bruising, minor cuts or light abrasions. Health effects might include mild irritation of the skin or eyes, headaches or ill-health leading to temporary discomfort

	Major injury
	Might include loss of consciousness, lacerations, concussion, serious sprains, broken bones, deafness, asthma, burns. Health effects might include permanent disability or life-shortening diseases

	Definitions - Likelihood

	Unlikely
	Under normal circumstances, no injury will occur

	Possible
	It is probable that no injury will occur, but there is a chance that it could

	Likely
	It is probable that an injury will occur

	Very likely
	An injury is likely to occur unless action is taken to prevent it


	Potential hazard
	Who is at risk?
	Control measures
	Risk rating after controls

	
	
	
	Severity
	Likelihood

	Fire 
	All participants
	· Project Leaders/ Session Leaders to check fire safety procedures and brief volunteers on or prior to first visit.
· All volunteers to be familiar with and follow fire safety policy of the venue.
· Assembly point identified and all participants aware of location.
· Emergency exits to be always kept clear.

	Death/Paralysis
	Unlikely

	Slips, trips and falls
	All participants
	· Project Leaders/ Session Leaders to check for trip hazards and remove them. 
· Entrances and walkways to be always kept clear.
· Any trailing electrical wires to be removed or taped down.
· Clear any spillages immediately and use wet floor signs where appropriate.
· Personal belongings and activity equipment to be stored appropriately (valuable can be stored in the locked office) and not blocking walkways or entrances.

	Major Injury
	Unlikely

	Risk of harm to young people
	Participating young people
	· All volunteers to complete relevant training in safeguarding. 

· All volunteers to be aware of, and adhere to, the Warwick Volunteers Safeguarding Policy. 

· All activities should be supervised by appropriate member(s) of staff. 
· Volunteers should never be alone or work 1-1 with young people.
· Project Leaders/ Session Leaders must provide a safeguarding briefing to all volunteers. 
· Volunteers briefed on procedures for reporting any concerns or incidents.

	Death/Paralysis
	Unlikely

	Getting lost or accidents whilst travelling to venue
	Volunteers
	· Volunteers to travel in groups by public transport, or Project Leaders/ Session Leaders are aware of anyone travelling separately and have their mobile numbers.
· All volunteer drivers must have valid MOT, tax and insurance and ensure their car is in a roadworthy condition (insurance companies must be notified of driving for volunteering purposes).

	Death/Paralysis
	Unlikely

	
	
	
	
	

	
	
	
	
	


Newly identified hazards – once the activity is underway, if you spot a new hazard, record it here
	Potential hazard
	Who is at risk?
	Control measures
	Risk rating after controls

	
	
	
	Severity
	Likelihood

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Leaders role:

· ORGANISE TRANSPORT AND GROUP TRAVEL
· VOLUNTEERS: obtain list of volunteers attending and mobile number, , let them know travel arrangements, timings, session plans etc. Ensure all volunteers have completed safeguarding training and have received the safeguarding overview. 
Send information to volunteers before session: 
· Session details – date, time, location,, volunteer roles
· Travel arrangements – provide volunteers with campus meeting point and time (10 minutes before scheduled departure) 
· Inform volunteers that if running late – must let Leader know and possibly make own travel arrangements 
· All participants to have a contact number for the group leaders and emergency contact for Warwick Volunteers and Campus Safety team
· Inform volunteers that a verbal briefing will be given on the day
· Inform volunteers of appropriate behaviour and dress code – will be representing university and society 
· PREPARE AND COLLECT RESOURCES FOR SESSION: 
· Ensure that the Leader knows the name of the contact person at the venue
· Snacks bought from Co-Operative store

· ON THE DAY:

· Bring copy of risk assessment and volunteer briefing document (this document)
· Meet volunteers, record attendance and make sure all are present, contact anyone who is late
· Provide volunteer briefing (below)
· If travelling by bus, volunteers buy tickets and claim refund from Warwick Volunteers
· Supervise group throughout session
· Note down any feedback 
· AFTER SESSION: 
· Provide debrief to volunteers, discuss any concerns, note down any feedback from volunteers – ensure that no unreported incidents have occurred

· Record and report any accidents/near misses to WV office (and or Canley Community Centre/Warwick Security if appropriate)

· Update session attendance on the Volunteering Portal (add volunteering hours)
Verbal Volunteer Briefing – Session Leaders run through on the day, before arrival at the venue:

Volunteer Briefing notes: 
· Welcome and thank you for joining
· Run through schedule and session plan (timings, resources, activity, preparation needed to set up etc.)
· Volunteer roles - check that each volunteer knows what they are doing 
· Run through Code of conduct:

· No using phones during session - should be on silent and in bags whilst at the venue
· No swearing and be mindful of language around young people (e.g. stupid, idiot)

· Volunteers not responsible for disciplining young people - refer any issues to youth worker
· Positively encourage good behaviour and discourage inappropriate behaviour

· Be a positive role model in how you conduct yourself
· Run through Safeguarding key points: 

· Work under the supervision of the youth worker
· Don’t become isolated with a young person, or be on your own with a group of young people
· No lone working stay within the main activity room at all times
· Don’t make physical contact with the young people
· If you need to leave or need the bathroom – notify the youth worker 
· NO TAKING PHOTOS DURING THE SESSION

· Health & Safety
· What to do if there’s a fire alarm (nearest exists and assembly point)

· Report all first aid incidents to Session Leader or youth worker
· Store bags and personal belongings appropriately and not blocking any walkways entrances or exits
· Report any concerns, incidents/ accidents/ nearer misses to Session Leader
· In case of emergency (see below)
· Key points

· Remember that you are a representative of Warwick Volunteers and the University of Warwick

· Appropriate behaviour and act accordingly at all times

· Any issues or concerns speak to Project Leaders or Youth Worker
· Work together and help each other where possible – be proactive!
· Lastly:
· Have fun (
· Any questions?
What to do if there is an accident, Incident or near miss during my project activities?
For all accidents, incidents or near miss cases, you must:
1. Inform a Warwick Volunteers staff member (and community partner representative if applicable)
    Warwick Volunteers office number: 02476 572763

2. Complete an Incident Report Form and submit it to Warwick Volunteers no later than 24 hours after the incident (or when you return from your project). This is to ensure that appropriate action is taken ASAP to ensure future safety

First Aid and Emergency Services

If an incident takes place on the university campus - in the event of an incident on campus that requires first aid, call Community Safety if the emergency services are required call 999 first :

· Community Safety Control Centre (general enquiries): 024 7652 2083 (or 22083 internal phone)

· Emergency (Security, fire, police, ambulance): 024 7652 2222 (or 22222 internal phone)


If an incident takes place at another organisation, school or in the community - in the event of an incident off campus that requires first aid support or use of the emergency services, you must

· Notify the appointed first aider

· And if needed, contact the appropriate emergency service: 999
· If you feel unsafe while you are volunteering, you can call the Police (non-emergency number) for advice and support: 101
