[bookmark: bookmark4][bookmark: bookmark5]Safety plan for green space volunteer tasks	
	Site name:

	Grid reference:

	Address:
	Emergency access points:

	Nearest A&E hospital:
	Nearest landline:

	Supervisor(s):
	First aider(s):

	Brief task description:









	Start time:
	Expected finish time:

	Checklist for session:

Tools 
PPE
First aid kit and water 
Accident book 
At work signs
Bin bags/litter picker 
Sharps kit
Dog poo bags/nitrile gloves 
Risk assessments/safety plan 
Hand wipes/sanitiser gel 
Tissue/loo roll
Sun cream 
Brew kit
	Tools count:

	Weather conditions:
	Number of volunteers:

	Completed by:


	Date:



To report any dangerous/hazardous issues on site, such as fly-tipping, dangerous trees or sharps, please contact the council via phone on 01256 844844 or online at www.basingstoke.gov.uk/report
[bookmark: bookmark6][bookmark: bookmark7]Health, safety and wellbeing routine for volunteer tasks
Before activity
1. Activity overview:
• Explain the tasks to be carried out and why they are important.
2. Health and safety brieﬁng:
• Review the risk assessment and discuss the main hazards for today’s activity with the group, as well as any risks speciﬁc to certain volunteers (list hazards here):


3.   Tools and equipment:
• Explain use of tools/equipment to new volunteers/refresh current volunteers 
• Discuss use of gloves and safe working distances 
• Explain where to keep tools when not in use and what to do with faulty items

4. In case of emergency/first aid:
• Communicate location of first aid kit and identify on-site first aiders for the activity
• Explain that information for emergency services is detailed overleaf in case leader is
		injured
• Request that any medical conditions that may require immediate assistance be made known to the Work Party Leader after the briefing (e.g. allergies/diabetes)
• Remind all volunteers to have their volunteer ‘medicards' in their right back pocket if they have them, or to let you know where to find them in case of emergency
5. Comfort break:
• Inform the group roughly what time the session runs until and when break time is
• Inform participants where the toilets are, or where to go wild!
6. Photos:
• Explain that you might be taking photos and people can tell you if they would rather not be in them. Be sure to get written consent from those happy to be featured.
• Remember to take ‘before' photos to document your efforts!
7. Participants:
• Introduce group if new participants attend and buddy them up with someone suitable
• All to sign to say received health and safety talk and to include emergency number
• Check up on participants regularly to ensure they are happy and well!
After activity
8. Debrief:
• Count the tools back in and check they match what was brought out
• Ensure site is left tidy, with stumps cut down to ground level and arisings piled neatly
• Share with the group any interesting finds/lessons learned
• Remember to take after photos of the work you have completed!
• THANK ALL VOLUNTEERS!
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	Safety is everybody’s responsibility, not just the supervisor’s. Please write your name in the table below to confirm you understand the safety briefing and will follow the instructions given to ensure everyone has an enjoyable time. If you would like someone to be contacted in case of emergency, please also include their number below (this will be redacted at the end of session).
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Basingstoke and Deane Borough Council is the data controller for the personal information you provide on this form. You can contact the council by phone on 01256 844844, via email to customer.service@basingstoke.gov.uk or by writing to us at Civic Offices, London Road, Basingstoke RG21 4AH. The council’s Data Protection Officer can be contacted at dpo@basingstoke.gov.uk. The personal information you provide will be used to keep a record of the safety briefing for this activity for three years. We will not disclose any information to other organisations unless we are required by law to do so or to prevent fraud. Your personal details will only be held as long as is needed for this purpose and in accordance with our retention policy. For further details on how your information is used; how we maintain the security of your information and your rights, including how to access information we hold on you and how to complain if you have any concerns about how your personal details are processed, please visit www.basingstoke.gov.uk or email dpo@basingstoke.gov.uk.
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	Use this section to make a note of any new additional hazards on site that have appeared recently and/or don’t feature in your generic risk assessments.
	Date




	Hazard
	Potential harm
	Person(s) at risk
	How to prevent harm during today’s session
	Notes
(e.g. transfer hazard to generic risk assessment permanently/inform council)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



