Addiewell Christmas Parade and Event Checklist / Action Plan
Assessed by Graham Whitelaw, Angela Jenkins and Laura Machnik



Assessed on 3rd December 2012
	Event / Vendor
	
	YES
	NO
	Checked

By
	Comments (setup, during and post event)

	
	
	
	
	
	

	Crowd Control /Parade Route

· West Lothian Council
	· Risk assessments

· Event Insurance 

· Route Plan

	Yes

Yes

Yes
	
	G.Wh.
	· Risk Assessment completed for W.L.C. Licensing Team 

· Risk Assessment complete for W.L.C. staff and volunteers

· Parade does not enter a road; remains on pavement.

· Walkers take part at own risk

· Children accompanied by an adult

· Walkers insured by W.L.C. Public Liability Insurance in case of negligence by Council staff / Council provided equipment i.e. Torches


	Stewards

· W.L.C. Staff

· Volunteers


	· Risk Assessment

· Staff and Volunteers briefed prior to parade and event about role and responsibilities
	Yes

Yes
	
	G.Wh.
	· Risk Assessment complete for W.L.C. staff and volunteers (see R.A. for Parade)

· Roles and responsibilities established and conveyed to staff and volunteers at event.


	Stage 

· West Lothian Council
	· Risk assessments

· Event Insurance 

· Location plan
	
	
	G.Wh.
	· Erected by qualified and trained Council staff

· Risk assessment viewed

· Owned by W.L.C.

· Steward to be placed at stage for duration of event (rotated).

· Insured by W.L.C.

See e-mail from Hazel Hay on Monday 3rd December.

	Temporary Structures - Tents

· Manual Handling

· Collapse


	· Safe location for erection of tent clearly identified on site plan

· Tent erected by competent persons in accordance with manufacturer’s instructions and checked for stability.

· Manual Handling tool box talk.


	
	
	G.Wh
	· Check stability of tent during event.

	First Aid location
	· Community House
	Yes
	
	G.Wh.
	· Fist Aider on site at all times

· Two qualified nurses also on site at all times.


	Child Protection


	· Safe location designated for lost children.

· Clearly identified stewards briefed on procedure for dealing with lost children

· Procedure and Recording paperwork made available to staff and volunteers

· Access to PA system for announcements

	Yes


	
	G.Wh.
	

	Toilets
	· Community House

· Pit Stop
	Yes
	
	L.M.
	· W.L.C. staff will check toilet facilities at Community House on a regular basis during the event. Maintain toilet paper and clean toilets as required.
See e-mail communication between Kate Ward and Laura Machnik.

	Communication System for stewards
	· Staff and Volunteers to share mobile telephone numbers.
	
	
	G.Wh.
	

	Event Insurance
	· Event Insured by W.L.C. Public Liability Insurance.

· Staff and Volunteers insured by W.L.C. Employee Liability Insurance.

	Yes

Yes
	
	G.Wh.
	· Checked with W.L.C. insurance officers.

	Event Notification to;

· Insurers

· Emergency Services

· Police


	
	Yes
Yes

Yes
	
	G.Wh.
	· Insurers notified by W.L.C. officers.

· Police notified by Community Regeneration Officer.

· Police aware as part of Licence process.

	Risk Assessment for WLC employees


	
	Yes
	
	G.Wh.
	· Complete. 

See above at Crowd Control/Parade Route.

	Event Clear Up arrangements


	· Provide Litter Pickers and Bags
	Yes
	
	G.Wh.
	· Staff and Volunteers to clear up during and after parade and event.

· Contact NETs to get litter pickers and bags.



	Contingency Plan for adverse weather


	· See Risk Assessment for Parade
	Yes
	
	G.Wh
	

	Face Painting 

· W.L.Y.A.P.
	· Risk assessments

· Event Insurance 

· Location plan
	Yes
	
	A.J.
	· Ensure clean supply of water available for use with paints
· Ensure spills are cleaned up immediately

· Supply equipment/materials to clean up spills.

· Tables and chairs used are sound and fit for purpose.



	D.J.


	· Risk Assessment

· Insurance
· P.A.T. Certificate


	Yes
	
	A.J.
	· No drinks / liquids on /  around electrical equipment.



	Catering

· Pit Stop
	· Risk assessments

· Event Insurance 
· Food Handling / Hygiene Certificates
· Location plan
	Yes
	
	A.J.
	· Ensure there is adequate circulation space for people to move around to minimise risk to persons from spillage of hot beverages/food.
· Polystyrene cups with lids for takeaway hot drinks

· Ensure queues are well managed

· Usher people away from catering area after purchase to avoid crowding

· Catering area to be stewarded at all times




