
Risk Assessment for Meetings of Thorley U3A Groups

This form is to help you to consider any risks - particularly Covid risks – that there may be when
you run an activity for Thorley U3A and to take action to minimise the risk.

Simply tick all the options that apply to your meeting or trip.

Please send a copy of this completed form to our Secretary, Duncan Palmer at 217A Birchanger
Lane, Birchanger, Bishop’s Stortford CM23 5QJ or email it to him at 
secretary.thorleyu3a@gmail.com    Existing risk assessments still stand, so if you have already 
sent one to Duncan there is no need to do this one.

You may also find this form helpful if you hire a hall for your meetings and need to provide the 
hall with a risk assessment.

Date of Assessment:

Name of Group:

Location of meetings:

When meetings are held: 

Name of Group Leader(s):

Email address(es): 

Phone number(s): 

Government Rul  es and   Advice  

Communication
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Good Hygiene, cleaning & hand washing 

Manage Suspected Covid-19 Cases

Transport

Coach Outings & Holidays
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Ensure   S  ufficient   V  entilation  

Equipment (Covid and Other Risks)

NHS QR code (and contact details if asked) 

Cro  wding     
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	Name of Group: 
	Location of Meetings: 
	When meetings are held: 
	Name of Group Leaders: 
	Email addresses: 
	Phone Numbers: 
	Text Box 1: The Group Leader and Committee of Thorley U3A have all email addresses, postal addresses and phone numbers of group members on the U3A’s Beacon database. 
	Check Box 1: Off
	Text Box 1_2: The Group Leader has a list of all email addresses, postal addresses and phone numbers of group members, but not on the Beacon database.
	Beacon: Off
	Beacon_2: Off
	Date: 
	Text Box 1_3: The Group Leader will ensure the group follows all current Government rules and guidance.
	Text Box 1_4: Members will be requested to use hand sanitiser on entrance and/or wash their hands.
	Check Box 1_2: Off
	Text Box 1_5: Sanitising wipes will be provided and used for cleaning vulnerable/communal surfaces. 
	Text Box 1_6: Refreshments will not be served.
	Text Box 1_7: Members to bring their own cups for teas/coffees.
	Text Box 1_8: Disposable cups will be used for refreshments.
	Text Box 1_9: Refreshments will be provided in a café or other food premises.
	Check Box 1_3: Off
	Refreshments: Off
	Text Box 1_17: All members have been informed of the following: 

When attending Thorley U3A meetings or activities, it is expected that all members will be fully vaccinated. If they have not been vaccinated for health or other reasons, it is essential that they do a lateral flow test on the day of the meeting.

Anyone who tests positive or who has any symptoms of Covid-19 should stay at home. Symptoms are changing all the time, so please do not attend U3A meetings and activities if you feel unwell.
	Text Box 1_10: Members to inform Group Leader if they develop Covid-19.  In this event, Group Leader to inform the chair of Thorley U3A at chair.thorleyu3a@gmail.com 
	Check Box 1_4: Off
	Check Box 1_5: Off
	Text Box 1_11: Members will be responsible for their own transport to the meeting/activity.
	Text Box 1_12: Members travelling on public transport will be advised to follow all current Government guidance and to wear masks if required by the transport provider.
	Check Box 1_6: Off
	Check Box 1_7: Off
	Text Box 1_13: Group Leader will obtain a risk assessment/protocol from the coach/holiday operator and circulate it to all participants in advance
	Check Box 1_8: Off
	Check Box 1_9: Off
	Text Box 1_14: All participants to be given the mobile phone number of the Group Leader.
	Text Box 1_15: Group Leader will take hand sanitiser and spare masks.  Where there is an overnight stay, the Leader should also have a stock of lateral flow tests 
	Text Box 1_16: First Aid kit and defibrillator to be available on the coach . 
(NB The Chair of Thorley U3A holds the U3A’s portable defibrillator.)
	Check Box 1_10: Off
	Check Box 1_11: Off
	Text Box 1_18: Windows and doors to be opened as appropriate during the sessions.
	Text Box 1_19: The group is meeting in a larger room to ensure good ventilation.
	Text Box 1_20: Masks will be worn if required by the venue (eg a hall or café).
	Text Box 1_21: The group will meet outside.
	Check Box 1_12: Off
	Check Box 1_13: Off
	Check Box 1_14: Off
	Check Box 1_15: Off
	Text Box 1_22: No equipment is used during meetings.
	Text Box 1_23: Equipment used is members’ own, so they are presumed to be competent to use it.
	Text Box 1_24: Group leader will talk about safety aspects when explaining new equipment or techniques.
	Text Box 1_25: Shared equipment will be sanitised where practical.
	Check Box 1_16: Off
	Check Box 1_17: Off
	Check Box 1_18: Off
	Check Box 1_19: Off
	Text Box 1_26: Where a hall or meeting venue has a QR code, this will be used by the Group Leader. 
Group Leader will keep a register of all attendees at each session, together with contact details. 

	Check Box 1_20: Off
	Text Box 1_27: The Group Leader will be aware of potential areas of congestion and ask members to avoid ‘bunching’.
	Check Box 1_21: Off


