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Instructions

· Please complete the form below as we need accurate information to generate a risk assessment for your event.  We will then advise on the optimum first aid cover related to published guidance such as the Event Safety Guide, HSG195 (1999) and the Guide To Safety At Sports Grounds (1997).

· Help with this form: If you are uncertain about anything on this form then please contact Hester Wain by phone 01252-629132 or Email admin@hartfirstresponse.org.uk.

· Expected attendance: Please be accurate, if unsure, please tick the maximum number expected.

· Type of event/hazards: you may tick more than one choice.

· Refreshments: Please note that we are a charity and all our members are volunteers.  If possible, please provide free refreshments for our volunteers, look after us and we will be keen to come again. Please ensure that you have informed the caterers of our requirements (there will be at least one vegetarian at most events) and provide vouchers or something similar so that there is no confusion.
· Start / finish times: Please be as accurate as possible with the event finish time including making an allowance for any possible overrun. 
· Programme: Please identify Hart First Response in your programme and when thanking the helpers.  The following wording may be used: Ambulance and first aid provided by Hart First Response (Registered Charity 1092333). We aim to help save lives by providing ambulance and first aid cover at local events, and by teaching first aid skills within the community. www.hartfirstresponse.org.uk

· Equipment:  All our ambulances are fully equipped (list available on request) and we aim to ensure that each event is provided with a defibrillator.  Our ambulances will not usually be used to remove any casualty from the site, as this could disrupt the event.  Therefore, if emergency transport to hospital is required the NHS ambulance service will be contacted by dialing 999.  
· Qualifications:  All our first aid volunteers hold at least the HSE First Aid at Work qualification (or its equivalent), and our ambulance volunteers hold an Emergency Medical Technician qualification.  All our volunteers are insured by the charity and undertake continual development and training.   All our volunteers have undertaken child protection training.
· Insurance: Hart First Response holds:  medical indemnity, vehicle, trustee and public liability insurance.  Evidence of insurance is available on request.


Confirmation of booking and payment

· Please note that verbal bookings can be made, but they must be confirmed in writing (letter, request form, email or fax) within 30 days.  If we do not receive confirmation within that time then the date will no longer be reserved.  Ideally, we would like confirmation of bookings at least one month prior to the event.  However, we are pre-booked up to a year in advance for some events, especially in the Summer months, so please contact us as soon as you have dates and we will be able to advise you of our availability.  

· You will receive confirmation of receipt of your request by email or phone within 12 working days.  If you do not hear from us by then please re-contact us as soon as possible, in case your documents did not reach us.   We aim to confirm or refuse a booking as soon as we can, depending on volunteers’ availabilities.  Following confirmation, we will check with you approximately one week before the event that it is still going ahead and clarify any other details. If for any reason you have to cancel your event please let us know as soon as possible so we may offer the date to other organisations.
· We rely entirely on donations to maintain our service and will of course gratefully receive any additional donations that you may be able to make to our Ambulance Appeal.  Please pay your donation on the day of the event or within seven working days, either by credit card https://mydonate.bt.com/charities/hartfirstresponse, or by cheque to Hart First Response at the address shown below or by cash on the day.  We do not issue invoices but can provide receipts. Your suggested donation pays for equipment, insurance, running our ambulance fleet and training of both our volunteers and the public.  Our volunteers receive no payment.  

Patient Confidentiality

Hart First Response (HFR) is required by law to comply with the Data Protection Act, 1998, to ensure the confidentiality of any patient records held by the charity.  Details can only be disclosed to third parties with the consent of the individual or by virtue of some overriding lawful authority. An event incident report, omitting all personal details, may be made available to the event organisers on request.  HFR retains patient records in secured and locked storage for 7-25 years, depending on age.
1. Event Details

	Title of event
	

	Event description –include general information about the event, website link, potential injuries, any other concerns or risks that may not be obvious
	

	Organisation Name –include Registered charity number if applicable 
	

	Organiser Details: Name/Address /Phone/e-mail
	

	Date(s) of event
	

	Event start time
	

	What time would you like us on site?
	

	Event finish time
	

	Event location / address /directions /Grid Reference
	

	Event postcode (this is a requirement for any 999 call)
	

	Nearest A&E (and postcode, phone number)
	

	Event Organiser Contact name and number on the day
	


2. Facilities

	Will complimentary refreshments be provided?  
	Yes / No
	Are there toilets on site? 
	Yes / No

	Are refreshments available for purchase?  
	Yes / No
	Do you have a radio system on site? 
	Yes / No

	Will there be a vegetarian option?   
	Yes / No
	
	


3. Other Personnel

If this section is not completed correctly we will assume full responsibility for the event medical cover and our volunteers will be instructed to disregard anyone claiming to be first aid or medical personnel.

	
	
	Name                        
	
	
	Name                         

	Doctor
	Yes / No
	
	Police
	Yes / No
	

	Private Ambulance
	Yes / No
	
	Vet
	Yes / No
	

	Paramedic
	Yes / No
	
	Other
	Yes / No
	


4. Risk Assessment Information (please tick all relevant boxes)
	Type of Event
	
	Hazards
	
	People 
	

	Public Exhibition
	
	Parachute Display
	
	Full family mix
	

	Country Show
	
	Contact sport
	
	Over 65 years 
	

	Motorsport
	
	Camping on site
	
	18-25 years
	

	Bonfire / Fireworks
	
	Bouncy castle
	
	Under 18 years
	

	Festival
	
	Tug of war
	
	If under 16s specify age range:
	

	Equestrian
	
	Show jumping
	
	Total number of people
	

	Field/track sport
	
	Street Theatre
	
	0-100
	

	Musical
	
	Carnival
	
	100-1000
	

	Community
	
	Helicopter 
	
	1000-3000
	

	Bicycle race
	
	Funfair
	
	3000-5000
	

	Non-motorised vehicle race
	
	Bar /alcohol on site
	
	Maximum number of competitors

competing at any one time
	

	Location
	
	Previous Event History
	
	1-2
	

	Indoor
	
	Number of casualties
	
	2-25
	

	Outdoor Confined Area
	
	Number of 999 calls
	
	25-50
	

	Outdoor Widespread
	
	No data available
	
	50-75
	

	
	
	Number of First aiders
	
	Over 75 – please specify:
	


· Is an ambulance essential for insurance? Yes / No

· Do you require Police or Local Authority permission for your event? Yes / No

	Data Protection HFR intends to hold your completed information on a computer file, access to which will not be made available to other organisations.  If you do not want your details to be included then please tick this box:  
	











‘Providing voluntary first aid & ambulance cover in the local community’

66 Church Road, Fleet, Hampshire, GU51 4LY

Tel & Fax (01252) 629132   E-mail admin@hartfirstresponse.org.uk

