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BLACKBIRD LEYS PARISH COUNCIL:  COMMUNITY EVENT RISK ASSESSMENT	
Date: Saturday 11 July 2026  
Time: 12:00pm-7:00pm (setup 11:00am, takedown 6:00pm)  
Venue: Blackbird Leys Park 
Activity: Parish council stall at the Leys Festival  
Expected Attendance: 50-100 residents  
Activities: A stall with displays on parish council achievements, together with art materials for children to draw the future of the Leys.
Supervision: All children must be supervised by parent/carer. Minimum 2 Parish Council representatives present. DBS checks not required.

	Subject 
	Area of Risk 
	Likelihood (1-3) x Impact (1-3
	Management / Control of Risk
	Review / Assess / Revise
	Responsibility

	1. Insurance
	Public Liability
	(1 x 2) = 2
	Insurance at £10,000,000 via Ansvar Policy ACY 2441748. Excess £100
	Annual review
	Clerk & Council

	
	Employers Liability
	(1 x 2) = 2
	Covered by parish council insurance for Parish Councillors performing official duties.
	Annual review
	Clerk & Council

	
	Personal Accident (Councillors)
	(1 x 2) = 2 
	14 councillors declared on policy under Section 5 – to confirm with insurer. 
	Confirm before the event. 
	Clerk

	
	
	
	
	
	

	2. Venue Access & Safety 
	a. Gazebo collapse on people
	(1 x 1) = 1 
	Set up before event opens. Peg down feet and guy ropes. Adjust ropes when weather changes.
	Before and during event
	Event Coordinator & Councillors |

	
	b. Venue furniture (tables/chairs)
	(2 x 1) = 2
	Use tables and chairs able to stand on uneven ground, such as camping chairs and tables. Place so all legs are on ground.
	Before event
	Event Coordinator & Councillors

	
	c. Venue emergency procedures unknown
	(2 x 2) = 4
	Meet with venue staff on arrival. Confirm assembly point. Brief all councillors on venue procedures.
	On arrival
	Event Coordinator

	3. Activities & Materials
	b. Small items choking hazard
	(2 x 2) = 4
	Display clear signage: "Parental supervision required - Children must be supervised by parent/carer". Age guidance: Activities for ages 3+. Small items kept in containers and dispensed one at a time. Brief parents at welcome desk about supervision requirements. Councillors monitor activity areas.
	During event
	All Councillors

	
	d. Arts & crafts materials (paper, markers, pens)
	(1 x 1) = 1
	Use non-toxic, washable markers only. Provide wipes for accidental marks. Keep lids on when not in use. Store out of reach of very young children. Parents supervise children using markers.
	During event
	All Councillors

	
	e. Paper cuts from forms/questionnaires
	(1 x 1) = 1
	Handle paper carefully. Provide pens (no need to tear paper). First aid kit available for minor cuts.
	During event
	All Councillors

	4. Safeguarding
	a. Unsupervised contact with children
	(1 x 2) = 2 
	Clear policy: Parents/carers MUST supervise children at all times. Signage at entrance and activity areas stating this requirement. Minimum 2 Parish Council representatives present at all times. No one-on-one contact between councillors and children. DBS checks not required (parental supervision mandatory).
	During event 
	All Councillors

	
	b. Vulnerable adults needing assistance
	(1 x 2) = 2
	All councillors briefed.  Treat all attendees with dignity and respect. Know whom to report concerns to at the event. Designated safeguarding lead contact details available.
	During event
	All Councillors

	
	c. Aggressive or inappropriate behaviour
	(1 x 2) = 2
	Councillors work in pairs. Remain calm and polite. Right to ask disruptive people to leave. Call event organisers or 999 if needed. Work in pairs where possible. Clear procedure for managing disruptive individuals. Know venue emergency procedures. Emergency contact numbers available. Right to ask people to leave if necessary.
	During event
	Event Coordinator & Councillors

	5. Health & Wellbeing
	a. Infectious disease spread (COVID-19, flu, etc.)
	(1 x 1) = 1
	Hand sanitizer available at stall. Wipes for shared equipment. Encourage handwashing. Councillors/staff stay home if unwell. Follow current public health guidance. 
	During event
	Councillors

	
	b. Wind rain and sun at event
	(1 x 1) = 1
	Adjust gazebo and contents to shelter from changing wind, rain or hot sun. Take breaks if needed.
	During event
	Councillors

	6. Weather
	a. Adverse weather affecting access
	(2 x 2) = 4
	Monitor weather forecast 24-48 hours before event. Check venue access. for soft earth and puddles. Prepare contingency plan for low attendance. Have communication plan if event must be cancelled.
	48 hours before and day of event
	Event Coordinator & Clerk

	7. Data Protection
	a. Personal data on sign-in sheets
	(1 x 2) = 2
	Authorisation for email sign-up at this event is being sought, pending confirmation of lawful basis and consent wording. Sign-in sheets and email addresses are not to be collected by council representatives at this event. 
	During event
	Clerk

	
	b. Photographs of attendees (including children)
	(1 x 2) = 2
	Authorisation for photography at this event is being sought, pending a Legitimate Interest Assessment and approved council photography policy. Photographs are not to be taken by council representatives at this event.
	During event
	Event Coordinator & Clerk

	8. Manual Handling
	a. Setup and takedown - moving tables, chairs, display stands
	(1 x 2) = 2
	Minimum 2 people for heavy items. Use proper lifting technique (bend knees, keep back straight). Take regular breaks. Clear pathways before moving items.
	During setup and takedown
	Councillors

	9. Emergency Procedures
	a. Fire
	(1 x 3) = 3
	Identify fire exits on arrival. Know assembly point. Brief all councillors on evacuation procedures.
	Before and during event
	Event Coordinator

	
	b. Medical emergency
	(1 x 3) = 3
	First aid kit at organiser’s stall checked before event. Designated person identified at councillor briefing to manage first aid kit. Mobile phone charged for 999 calls. For anything serious: call 999 immediately.
	Before and during event
	Event Coordinator

	
	c. Lost child
	(1 x 2) = 2
	Stay at the stall. Keep child at the stall with minimum 2 adults present at all times. Contact event organisers and ask them to come to the stall. Do not leave the stall or accompany the child anywhere. Do not release child except to event organisers. If not resolved within 10 minutes, call 999.
	During event
	Event Coordinator




Risk Scoring: Likelihood (1=Unlikely, 2=Possible, 3=Likely) x Impact (1=Minor, 2=Moderate, 3=Severe)

---

10. EMERGENCY CONTACTS

- Emergency Services: 999
- Clerk (Emma Kearney): 07806813774
- Event Coordinator (Cllr David Newman): _______________
- Organisers : _______________
- Designated Person for First Aid: _______________

11. EMERGENCY PROCEDURES

Fire/Evacuation
Follow venue fire alarm procedures. Assembly point to be confirmed with venue on arrival. Event coordinator confirms all attendees evacuated. Keep all fire exits clear at all times.

Medical Emergency
Call 999 immediately for anything serious. Designated person provides basic first aid (plasters, cleaning cuts) if needed. Event coordinator meets ambulance at entrance. Complete accident report form afterwards.

Accident/Incident Reporting: 
All accidents/incidents must be reported to the parish clerk. The clerk will maintain accident record in Parish Council accident book within 24 hours. Report to Clerk immediately if serious. Report to insurer if potential claim.

KEY ACTIONS
Before Event:
- Check weather forecast 24-48 hours before
- Confirm councillor attendance (minimum 2 required)
- Confirm venue booking and catering arrangements
- Confirm first aid kit available (venue or Parish Council to provide)
-  Check first aid kit stock on arrival


On Arrival (11:00am):
- Meet with venue staff
- Identify assembly point, emergency procedures
- Set up stall

Councillor Briefing (11:30am):
- Review emergency procedures (fire exits, assembly point, first aid)
- Explain activities and stall layout
- Designate person for first aid kit
- Brief on safeguarding: parents supervise children, minimum 2 councillors present, no one-on-one contact with children
- Brief on managing difficult behaviour: remain calm and polite, work in pairs, right to ask people to leave, call organisers or call 999 if needed

During Event
- Monitor all activity areas continuously
- Enforce parental supervision policy
- Check gazebo when weather changes

 COUNCILLOR ASSIGNMENTS
Setup (10:00am): 
Takedown (4:00pm): 

INSURANCE DETAILS
Policy: Ansvar ACY 2441748  
Public Liability: £10,000,000 (Excess: £100)  
Employers' Liability: £10,000,000  
Personal Accident (14 Councillors): Death benefits £20,000 (ages 16-65), £200/week temporary disablement – to confirm number with insurer.

Equipment:
- Display stands: Parish Council property.
- Arts/crafts materials: Consumables (approx £28)
- 
- Gazebo: Hired (approx £12)

VENUE INFORMATION

The Leys Festival at Blackbird Leys Park
Contact: _______________
Address: 

This risk assessment is based on the Council’s standard community engagement stall risk assessment, reviewed and signed off by the Clerk on 27 March 2026 – OALC advice ref TK0452 

Next review: After 11 July 2026 Leys Festival event

Signed (Clerk): _________________________ Date: _________

Signed (Chairman): ______________________ Date: _________
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