
BDS RISK ASSESSMENT FOR INDOOR MEETINGS / COURSES
· Ensure awareness of all exits, emergency assembly points and nearest first aid kit

· Carry a mobile phone or locate nearest telephone (especially if no local mobile signal)

· Ensure participants are aware of the above, as well as toilets, restricted areas (e.g. kitchen) and other local issues
	Activity
	Hazard
	Who/what may be affected
	Controls


	Level of Risk

	Set up / taking down.
Driving to the designated unloading / loading point.  
	Pedestrians walking around, some of whom may have their vision obscured because they are carrying large objects  

	· Driver

· Staff

· Speaker(s)
· Volunteers
· Public
	· Drive slowly whilst on the site or in car parks.  
· Driver should be extra vigilant for pedestrians 
· Return to and park safely in designated areas as soon as unloaded

· Pedestrians be aware of potential traffic, particularly if carrying objects or otherwise restricted in movement
	Low

Medium

High

	Set up / taking down

Display stands / boards
	Heavy, unstable objects until they are fully set up


	· Staff

· Speaker(s)

· Volunteers
· Public
	· Request help where appropriate
· Try to set everything up before participants arrive

· Use trolleys if available

· Lift objects with a straight back


	Low

Medium

High

	Cuts or crush injuries caused by furniture or equipment


	Risk of injury
	· Staff

· Speaker(s)

· Volunteers

· Public
	· Clear away any broken objects

· Check furniture and equipment for sharp edges and damage

· Avoid hinges when opening or closing table legs, including projector stand

· If separate, ensure screen is set up securely near a wall
· Check furniture and equipment is stable
	Low

Medium

High

	Activity
	Hazard
	Who/what may be affected
	Controls


	Level of Risk

	Chairs, tables and other objects causing trip or fall hazard leading to injury

	Risk of injury
	· Staff

· Speaker(s)

· Volunteers

· Public 
	· No unnecessary obstructions to be left across floors. 

· All equipment to be fully assembled
	Low

Medium

High

	Strained or pulled muscles
	Risk of injury
	· Staff

· Speaker(s)

· Volunteers

· Public 
	· Set out chairs carefully

· Carry or lift only what feels comfortable

· Use trolleys if available

· Lift objects with a straight back

· Request help if necessary


	Low

Medium

High

	Using electrical equipment


	Electric shock / failure

Trip hazard from wires
	· Staff

· Speaker(s)

· Volunteers

· Public
	· All trailing wires should be taped/covered/tidy

· Equipment should be checked for visible faults
· Liquids should be kept away from equipment
	Low

Medium

High

	Fire
	Burns / smoke inhalation
	· Staff

· Speaker(s)

· Volunteers

· Public 
	· Meeting leader to point out fire exits and explain evacuation procedure at each meeting (be aware if any participant has mobility problems)
· Smoking is not allowed

· Electrical equipment should be checked for visible faults


	Low

Medium

High


	Activity
	Hazard
	Who/what may be affected
	Controls


	Level of Risk

	Hot objects and liquids


	Burns and scalds
	· Staff

· Speaker(s)

· Volunteers

· Public 
	· Hot drinks and food to be made in the kitchen by designated people and at designated times

· If ‘bring your own food’ it should be consumed at designated times.

· Kitchen access restricted


	Low

Medium

High

	Covid and other infectious diseases
	Risk of infection
	· Staff

· Speaker(s)

· Volunteers
· Public
	· Follow current Government advice, if any

· Ask participants to cancel if feeling unwell

· Ensure good ventilation wherever possible

· Set out chairs and tables with adequate spacing

	Low

Medium

High
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