
Completing an
Activity Risk Assessment –      Part C Only: Emergency Planning

[image: ]











Written by Alison Hill:  Regional Safeguarding Officer for the Northeast
Aligned with the Sheffield Methodist District
September 2025




2

Part C:  Guidance for Emergencies
Each group must keep a copy of Part C with them during every session
	Factors contributing to risk
	Control measures
	Action needed

	Mobile phone signal or landline availability in case of emergency 
	A mobile phone signal or landline is available on site or no more than a 3–5-minute walk away.
	This should be tested periodically to check availability.

	Uninvited people accessing the building / activity
	If other groups are present, keep participants separate (e.g. locked internal doors, assigned toilets). Have a leader at the door at the start and end to monitor access and exit. Keep external doors locked during sessions, ensuring emergency exits remain usable.
	Group leaders should check with the church who else may be using the building and plan to keep groups separate. Have a plan to keep participants safe if an uninvited person enters.

	Communication, and control of activities
	Volunteers communicate with the group leader about any issues and keep emergency contact info. Clear systems are in place for giving and following instructions, and safety info is shared and updated as needed.
	 Do you need to share anything with the group leader? Is your emergency contact info current? Are there clear ways to ensure guests follow instructions? Has safety info been shared, and are required consent forms received?

	Reporting of incidents, accidents and near misses, and post-incident support
	Volunteers must report to the group leader: significant injuries, property damage, aggression or abuse (including verbal), serious near misses, and potential insurance claims. Incidents involving young members should also be reported to the safeguarding officer.
	

	Risk of fire
	Before opening, team leaders and volunteers needs to carefully assess the building for fire risks. Ensure premises are safe. Take necessary measures to remedy.
	Do you know what to do if a fire risk is identified?

	Fire starting at the venue.
	Fire-related activities are carefully managed. Volunteers know how to raise the alarm, evacuation routes, and assembly points. Fire exits are kept clear. Volunteers don’t fight fires—only assist evacuation if safe, using the right extinguisher if needed.
	When was your last real or practice fire evacuation? 
You only need to practise an evacuation once a year; a real evacuation can count. Ideally, the building management should conduct the evacuation. If this isn't practical, then you can walk through the evacuation process.  

	Emergency first aid is available.
Bodily fluids are handled and disposed of safely and hygienically, following proper procedures.
	Volunteers are encouraged to complete first aid training, including handling bodily fluids.
At least one person on site should hold valid first aid training (e.g. First Response).
First aid boxes must be accessible and properly stocked.
	Is a trained first aider present during the meeting?
Have you checked the first aid box is fully stocked and in date?
Use a dated seal to show when it next needs checking—only open if the seal is broken.

	Risk of medical emergency
	-First Aider should always be present.
-Injured person should not be moved by someone else. If they cannot get up independently, they must wait for emergency services.
	First Aider and group leaders to be informed immediately and to make decision about whether emergency medical aid is required.

	All forms of verbal abuse, bullying, harassment, and acts of violence or aggression are not tolerated and must be addressed immediately.
	The Methodist Church has anti-bullying and harassment and whistleblowing policies in place and provides guidance on managing challenging behaviour.
	For information only. You only need to take action if issues are identified.

	Factors contributing to risk
	Control measures
	Action needed

	Guests behave in an aggressive/abusive manner towards other guests or volunteers.
	Dealing with Verbal Abuse, Aggression, or Violence
Individuals will be calmly and politely asked to stop the behaviour and step away to discuss the issue privately with a volunteer.
Anyone targeted by the behaviour will be protected and removed from the situation if needed.
The individual displaying aggression should be accompanied by volunteers until they calm down or leave.
If they refuse to comply, they will be politely asked to leave the premises.
If they continue to be disruptive and refuse to leave, inform them that the police will be called.
In serious cases, call the police immediately and report the incident to the District Safeguarding Officer (DSO).
	All volunteers to share responsibility for observing behaviour of guests for problems.
Team  will make decisions relating to whether a guest should be asked to leave.

	Guest uses discriminatory language to another guest/volunteer.
	The team leader will speak privately with the guest to explain why the language or behaviour is unacceptable.
Depending on the severity, the guest may be given a “yellow card” warning, with a clear explanation that further incidents will result in them being asked to leave.
The victim of the discrimination will be supported by a volunteer and reassured that the issue is being addressed.
The incident must be reported to the District Safeguarding Officer (DSO).
If the situation is serious or escalates, the police should be called, and the DSO informed of any actions taken.
	

	Two or more guests get into a disagreement
	Guests will be politely asked to stop the behaviour and each given different volunteer(s) to speak to about the situation and deescalate the situation.
If guests do not comply and continue to argue with each other, guests would be politely asked to leave premises.

Report incident to District Safeguarding Officer.
If situation severe, Police may need to be called and DSO informed of action taken.
	All volunteers to share responsibility for observing behaviour of guests for problems.

Group leaders will make decisions relating to whether a guest should be asked to leave.

	Guest arrives under the influence of alcohol/drugs
	If the person appears to be just mildly under the influence of drink or drugs but is coherent and following group rules, they will be permitted to stay. 
If their behaviour changes or they become disruptive or inappropriate they will be politely asked to leave. 

If situation severe, consider reporting incident to District Safeguarding Officer.
	All volunteers to share responsibility for observing behaviour of guests for problems.

Group leaders will make decisions relating to whether a guest should be asked to leave.

	Factors contributing to risk
	Control measures
	Action needed

	Potentially toxic relationships are formed between guests who may have complex and competing needs
Vulnerable guest overshares personal information with others.
	Group leaders and volunteers to be distributed round the building, observing and joining in/promoting healthy conversations. 
If a problem emerges, volunteers can encourage guests to be boundaried and say “no” to unwanted requests for contact details.
	All volunteers to share responsibility for observing behaviour of guests for problems.

Group leaders will make decision as to whether situation needs to be reported/escalated.

	A ‘stalker’ attends meetings
	If the person being stalked is present, they should be kept safe and accompanied.

The ‘stalker’ is accompanied and if necessary, asked to leave or the police will be contacted (this should be done immediately if an Exclusion Order is known to be in place). 

Report incident to District Safeguarding Officer.
If situation severe, Police may need to be called and DSO informed of action taken.
	All volunteers to share responsibility for observing behaviour of guests for problems.

Group leaders will make decision as to whether situation needs to be reported/escalated.

	Guest asks to speak to a volunteer in confidence
	Leaders /volunteers should not be alone with guests in a separate room. 
If guest wants to speak in confidence, leave door open.
	All volunteers to be aware.

	Guest reports belongings lost or stolen
	· Volunteers to assist person to search and (with consent) notify other guests of lost item. Volunteers to tell guests that the group does not take responsibility for lost/stolen belongings.
· If theft is observed, team leaders to consider whether to confront individual if it seems safe or note down a description to inform Police.
	All volunteers to share responsibility for observing behaviour of guests for problems.

Group leaders will make decision as to whether situation needs to be reported/escalated.

	Guest begs or asks to ‘borrow’ money from another guest or volunteer.
	Before opening, group leaders will need to decide policy – e.g. can/will church give money to homeless or other person who is struggling in exceptional circumstances or not?
Group leaders need to make themselves aware of local emergency services such as Social Services, Streetlink etc. 
Take guest aside and tell them they must not ask guests or volunteers for money. 
Signpost them appropriately for advice about benefits/finances.
Ensure person being asked for money is OK and that they didn’t feel under duress to give.
	All volunteers to share responsibility for observing behaviour of guests for problems.

Team leaders will make decisions relating to whether a guest should be asked to leave.

	Guest feels thankful and offers small gift.
	Before opening, group leaders must decide response to small gifts being given. Small gifts (i.e. box chocolates) can be accepted and noted down in book.

Large or financial gifts must be declined by individual volunteers/ group leaders. Person could be asked to make a donation to the group instead.
	Team leaders to decide response before opening.

Team leaders or volunteers to record any small gifts given.

	Factors contributing to risk
	Control measures
	Action needed

	Risk of unaccompanied children (for groups not primarily aimed at children or young people).
	Parents/carers must remain in the building at all times. 
Register is kept of who is attending and who came with children.
Any unaccompanied children should be kept company by a volunteer until parent/carer has been identified.
If parent/carer is not in building, emergency services would need to be called.
	Team leaders to be notified immediately of any problems – they are responsible for next steps.

	A guest discloses in confidence that they have a serious criminal record, for instance, sexual or serious violent offences
	Team leader must be made aware and should discuss situation with guest, obtaining as much information as they will give.

The guest must be observed at all times until Contract is set up.

Guests should be reassured that they are welcome to continue to attend but advised that a Safeguarding Contract may be required. 

Guests to be asked for permission to pass on their contact details to Safeguarding Officer to follow up.
Designated Safeguarding Officer and District Safeguarding Officer must be notified as soon as possible.
Records must be kept.
	Group leader /designated Safeguarding Officer must ensure District Safeguarding Officer is informed. DSO to be involved in Risk Assessment process and setting up Safeguarding Contract where appropriate.

	A guest or volunteer discloses that they are aware of safeguarding concerns about another guest.
	Team leaders must be informed and should discuss situation with discloser. 

The guest who may pose harm should be observed at all times.

As soon as possible, the Designated Safeguarding Officer and DSO should be informed.
-Records must be kept.
	Group leaders /Designated Safeguarding Officer must ensure District Safeguarding Officer is informed. DSO to be involved in Risk Assessment process and setting up Safeguarding Contract where appropriate.

	A guest or volunteer discloses that they are aware of safeguarding concerns about a volunteer or team leader.
	Team leader / Designated Safeguarding Officer must be informed and should discuss situation with discloser. 

If the concern is serious, the team leader / volunteer may need to be instantly suspended/asked to go home. 

As soon as possible, the Designated Safeguarding Officer and DSO should be informed.
Records must be kept.
	Group leader /Designated Safeguarding Officer must ensure District Safeguarding Officer is informed. DSO to be involved in Risk Assessment process and setting up Safeguarding Contract where appropriate.

	A safeguarding risk is disclosed which cannot remain confidential
	Discloser should be informed of why the group leader feels the disclosure must be passed on to Designated & District Safeguarding Officers for action.
	Group leader / Designated Safeguarding Officer must make decisions about whether to contact emergency services and to ensure District Safeguarding Officer is informed. 
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