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	Name of Group
	Older People’s Tea Party
	Date of Assessment
	10/10/11

	
	
	
	

	Hazards?
	Who might be harmed and how?
	What are you doing already?
	What further action is necessary?

	
	
	
	Action required
	By whom
	when
	Done

	Food Poisoning
	Anyone who is eating
	Basic Food Hygiene course taken by the project co-ordinators. Only those holding a valid Food Hygiene Certificate will be involved in preparing food. Surfaces will be kept clean and hands will be washed regularly. Hair will be kept tied back and all jewellery will be removed. Clean gloves and aprons will be worn during food preparation/ Food will be stored in the appropriate airtight containers at the correct temperature. Volunteers will be given prior knowledge of hygiene standards and procedures. Leeds General Infirmary is close be if necessary.
	Taking of food hygiene test
	Christy Covell and Jessica Chiu
	
	

	Scalding
	Anyone coming into contact with hot food and drink
	Urns with hot liquids in will be put in a safe place where they cannot easily be knocked over and warning signs will be placed nearby. Guests and volunteers will be informed that there are hot liquids nearby. Project co-ordinators will hold first aid certificates in the event of any scalding/burns. Urns will all be PAT tested
	
	
	
	

	Tripping/falling over
	Everyone, but particularly the elderly
	Removing any obstructions or hazards on the floor, ensuring that all hazards are clear, and warnings are put in place if the hazard cannot be removed. All pathways and spaces are to be kept as clear as possible and spillages to be cleaned straight away, and accompanied with wet floor signs.
	
	
	
	

	Allergies
	Anyone.
	Find out prior to the event if volunteers and guests have any special dietary requirements. If needed, special meals will be provided. Project co-ordinators hold first aid certificates, LUU staff will be on hand, and Leeds General Infirmary is close by.
	
	
	
	

	Choking
	Anybody who eats.
	First aid is on hand from Leeds University Union, project co-ordinators have first aid qualifications and Leeds General Infirmary is close by if necessary.
	
	
	
	

	Knife cuts
	Anyone who is preparing food.
	Only volunteers preparing food will be handling knives. Volunteers will be informed as to the dangers of using a knife. It will also be insured that there is safe storage of knives. In the instance of an injury project co-ordinators have first aid qualifications and Leeds General Infirmary is close by if necessary.
	
	
	
	

	Transport break down
	The guests
	Ensure that drivers and staff have the telephone numbers of the co-ordinators in the event of an emergency. In the instance of a breakdown we will arrange alternative transport to pick up guests.
	
	
	
	

	Transport crash
	The older people and the drivers
	Assess the severity of the crash, in the event of a minor crash, arrange alternative travel. In the event of a serious crash, an ambulance will be called to take the victims to the hospital. 
	
	
	
	

	Older People getting lost
	The older guests.
	Identify the guests who may be likely to wander off of their own accord, so that co-ordinators can assign volunteers to assist these individuals. Make sure the areas where the older people will be are clearly sign posted. Position volunteers in the entrance of the union and the hall, to ensure guests that are leaving know where they are going.
	
	
	
	

	Individuals being taken ill.
	Anyone.
	Project co-ordinators, and LUU staff have first aid qualifications and LGI is close by.
	
	
	
	

	Fire
	Anyone
	project coordinators to locate fire exits and inform volunteers. Volunteers briefed to assist participants to evacuate. If a fire occurs in Riley Smith, project coordinators will set off fire alarm and assist evacuation of participants.
	
	
	
	

	Safeguarding
	Older people from volunteers and volunteers from false disclosure
	Volunteers are briefed never to be one on one with a participant. If there is a disclosure, volunteers are briefed to follow the Action guidelines and report this to project coordinators at the earliest opportunity (who will assist with writing up a report form)
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