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[bookmark: _GoBack]This template is provided by Sobus for people hiring meeting room space at Freston Road Hub.  Hirers are fully responsible for identifying and considering all risks and hazards relating to their hire of meeting room space, and for ensuring relevant and proportionate actions are taken to minimise or mitigate for any risks or hazards. 


	Risk assessment for (name of organisation): 
	

	Room booked
	Training room / Board Room / Interview Room

	Date of event/meeting
	

	Brief description of the event
	

	Anticipated number of attendees
	

	Risk assessment conducted by:
	

	Date of risk assessment:
	




	[bookmark: _Hlk1380009]Hazard
	What could happen?
	Who could be hurt?
	Action (to be) taken by hirer to minimise risk

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Consider: 
· Do you have any clients with mobility, access or health needs that may be particularly at risk, or need additional support or assistance?
· Do your activities include equipment – is it safe, and do the people using it know how to use it safely and correctly? 
· Are your staff/volunteers working alone?  Do you have a lone working policy or similar?  
· Are any children or other vulnerable people likely to be attending?  How will you ensure their wellbeing and safety?
· Will your activity include people moving around the space – how will this be managed safely?
· Are there any risks around food/drink being provided as part of your event?
· What other potential risks or hazards might your event or activity present? 

Remember: hope for the best, but plan for the worst!
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