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1. Policy statement
Silhouette Youth is committed to providing a safe, healthy and supportive environment for everyone involved in, attending or affected by our work. This includes children and young people, families, staff, trustees, freelance practitioners, volunteers, youth leaders, visiting artists, contractors, school staff, audiences, visitors and members of the public.
Silhouette Youth delivers performing arts, creative learning, school outreach, rehearsals, productions, community programmes and events. We recognise that this work can involve physical activity, group work, technical equipment, public audiences, off-site venues, young participants and emotionally demanding youth work. Health and safety will therefore be planned, proportionate and embedded into everyday practice.
So far as is reasonably practicable, Silhouette Youth will:
provide and maintain safe systems of work for all activities;
identify hazards, assess risks and put proportionate controls in place;
provide appropriate information, instruction, supervision and training;
ensure staff, freelancers, volunteers and youth leaders understand their responsibilities;
maintain safe premises and work with schools and external venues to clarify shared responsibilities;
record, review and learn from accidents, incidents and near misses;
manage fire, first aid, emergency, safeguarding and welfare arrangements effectively;
consult with staff, practitioners and volunteers on health and safety matters;
review this policy at least annually, or sooner if the law, guidance, activities, premises or risks change.
This policy is approved by the Board of Trustees and will be made available to all workers, freelancers, volunteers and relevant partners. The policy should be read alongside Silhouette Youth safeguarding, child protection, behaviour, data protection, equality, volunteer, freelance and risk assessment procedures.
	Signed on behalf of Silhouette Youth
	Name / role
	Date

	
	Chair of Trustees / CEO
	


2. Scope of this policy
This policy applies to all Silhouette Youth activities, whether delivered directly by Silhouette or in partnership with another organisation. It applies before, during and after activities, including set-up, delivery, break-down, travel between work locations where applicable and post-event review.
Activities covered
weekly and holiday performing arts sessions;
drama, dance, singing, songwriting, musical theatre, oracy and Shakespeare-based work;
school workshops, take-over days, trust-wide projects, teacher training and bespoke school programmes;
rehearsals, productions, showcases, technical rehearsals and performances;
community events, collaborative events, youth leadership activity and outreach work;
administrative, planning, fundraising and management work;
work undertaken by staff, freelancers, contractors, volunteers, youth leaders and visiting practitioners.
People covered
children and young people taking part in sessions or projects;
parents, carers and family members;
staff, trustees, freelancers, volunteers and youth leaders;
school staff, partner organisations and venue staff;
audiences, visitors, guests, contractors and members of the public who may be affected by our activities.
3. Legal and guidance framework
Silhouette Youth will take account of relevant UK health and safety legislation and guidance. This includes, but is not limited to:
Health and Safety at Work etc. Act 1974;
Management of Health and Safety at Work Regulations 1999;
Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013 (RIDDOR);
Regulatory Reform (Fire Safety) Order 2005;
Workplace (Health, Safety and Welfare) Regulations 1992;
Manual Handling Operations Regulations 1992;
Control of Substances Hazardous to Health Regulations 2002 (COSHH);
Electricity at Work Regulations 1989;
Personal Protective Equipment at Work Regulations 1992, as amended;
Health and Safety Executive guidance on policies, risk assessment, events, young people at work, stress and RIDDOR.
This policy is intended as an operational policy for Silhouette Youth. It does not replace legal or professional advice where this is required for complex premises, major events, construction, licensing, significant technical installations or high-risk activities.
4. Roles and responsibilities
Health and safety is a shared responsibility. Everyone working for or with Silhouette Youth must take reasonable care of their own safety and the safety of others who may be affected by what they do or fail to do.
	Role
	Main responsibilities

	Board of Trustees
	Holds overall governance responsibility; approves this policy; ensures proportionate resources, oversight and review; receives reports on significant incidents, risks and trends.

	Chief Executive Officer / Senior Lead
	Has overall operational accountability; ensures the policy is implemented; reports to trustees; ensures risk assessments, training, insurance and partner arrangements are appropriate.

	Health and Safety Lead
	Maintains this policy and related templates; coordinates risk assessments, accident/incident records, first aid and fire records; monitors actions and review dates; supports staff and practitioners.

	Session leads / project leads
	Complete and follow relevant risk assessments; undertake dynamic risk assessment; check the space before activity starts; maintain registers; brief helpers; stop or adapt activity if unsafe.

	Freelance practitioners and visiting artists
	Follow Silhouette policies, risk assessments, school/venue procedures and professional standards; report hazards, accidents, incidents and concerns immediately; only deliver activities within their competence.

	Volunteers and youth leaders
	Follow instructions and induction; work under appropriate supervision; do not take on duties beyond their role, age, training or competence; report concerns promptly.

	Contractors
	Provide evidence of competence, insurance, risk assessments and method statements where required; follow site rules and emergency procedures.

	All workers and participants
	Take reasonable care; follow safety instructions; use equipment safely; report hazards, injuries, incidents or near misses.


Authority to stop activity
Any senior staff member, session lead, project lead or designated responsible person has authority to stop, pause, adapt or cancel an activity if there is an immediate or significant risk to health, safety or welfare. Activity must not restart until suitable controls are in place.
5. Risk assessment and safe systems of work
Silhouette Youth will complete suitable and sufficient risk assessments for its activities. Risk assessments must be proportionate to the activity, venue, participants, equipment and level of risk.
Risk assessments will consider
the activity being delivered and its physical, emotional, technical and environmental risks;
the age, needs, experience and vulnerabilities of participants;
the venue, space, flooring, exits, lighting, temperature, accessibility and emergency arrangements;
manual handling, electrical equipment, props, costume, staging, sound and lighting;
supervision levels, registers, first aid and emergency contacts;
additional risks for disabled participants or people with medical, sensory, communication or neurodivergent needs;
public audiences, crowd movement, front-of-house and backstage arrangements where relevant.
Dynamic risk assessment
Session leads and practitioners must continually assess risk during delivery. If conditions change, for example because of participant behaviour, weather, illness, tiredness, equipment failure, crowding or venue issues, the activity must be adapted, paused or stopped.
Risk assessment review
Annual review for routine activities.
Before any new activity, venue, partner, event or production.
After any accident, incident, near miss or safeguarding concern that has health and safety implications.
When participants’ needs, staffing, equipment, premises or guidance changes.
6. Working with children and young people
Silhouette Youth works primarily with children and young people. Health and safety arrangements must therefore be age-appropriate, inclusive and linked to safeguarding, wellbeing and pastoral practice.
Key controls
Registers must be kept for sessions, workshops, rehearsals, events and school projects where Silhouette is responsible for participants.
Emergency contact and relevant medical information must be available to the session lead when Silhouette is responsible for young people.
Arrival, collection and handover arrangements must be clear, especially for younger children, off-site venues and performances.
Children and young people must be supervised by suitable adults in line with the activity, age group, venue and risk assessment.
Young people must not use technical, electrical, staging, lifting or other higher-risk equipment unless this is age-appropriate, supervised and risk assessed.
Reasonable adjustments should be made for disabled young people and those with additional needs.
Practitioners must consider emotional safety, confidence, anxiety, sensory needs, fatigue, physical contact, consent and dignity in performing arts work.
Warm-ups, cool-downs and activity levels must be appropriate to the group and the space available.
Youth leaders and young volunteers
Young people taking on youth leadership or volunteering roles are not a replacement for adult supervision. Their role must be clearly defined, age-appropriate and supervised. They must receive induction covering boundaries, emergency procedures, reporting concerns, safe movement around the venue and limits of responsibility.
7. Safeguarding interface
Health and safety and safeguarding are closely connected in Silhouette Youth’s work. Any concern that involves a child’s safety, welfare, supervision, medical need, emotional wellbeing, unexplained injury, unsafe adult conduct or risk of harm must be managed in line with Silhouette Youth’s safeguarding and child protection procedures.
Where an incident is both a health and safety matter and a safeguarding matter, both procedures must be followed. Accident or incident records must be factual, timely and shared only with people who need the information for safety, safeguarding, insurance, legal or management reasons.
Health and safety records must never include unnecessary sensitive information. Safeguarding disclosures must be recorded using the appropriate safeguarding reporting route, not solely on a health and safety form.
8. School delivery and external venues
Silhouette Youth often works in schools, theatres, community settings and other external venues. Before delivery, the project lead must clarify responsibilities with the host organisation or venue.
Before delivery
confirm the named contact at the school or venue;
confirm first aid arrangements and who will provide first aid;
confirm fire evacuation procedures and assembly points;
confirm safeguarding reporting route and designated safeguarding lead where working in schools;
confirm access, parking, loading, toilets, changing areas and accessibility arrangements;
ask for relevant venue information, risk assessments or site rules where appropriate;
complete a Silhouette activity risk assessment where Silhouette is responsible for delivery;
ensure freelancers and volunteers are briefed on venue-specific arrangements.
During delivery
follow the school or venue’s emergency procedures unless Silhouette has agreed separate arrangements;
keep registers or confirm attendance arrangements with the school or venue;
maintain safe ratios and supervision;
check the space before starting and report hazards immediately;
adapt activity to the room, flooring, group size and participant needs;
record and report accidents, incidents and near misses to both Silhouette and the host venue where required.
9. Performing arts activities, rehearsals and productions
Performing arts activity can involve movement, physical expression, voice work, emotional content, group trust, props, costume, set, staging, sound, lighting and performance pressure. These risks must be managed through planning, supervision and professional judgement.
Movement, dance and physical activity
spaces must be checked for slip, trip, collision and obstruction hazards;
flooring must be suitable for the planned movement;
warm-ups and cool-downs must be used where appropriate;
participants should wear suitable clothing and footwear;
physical contact, lifts, stage combat, falls or complex choreography must be specifically risk assessed and only led by competent practitioners;
activity must be adapted for injury, disability, fatigue, anxiety or additional needs.
Drama, voice and emotional safety
content must be age-appropriate and sensitively facilitated;
participants must be able to step out or pause where material is distressing;
voice work and singing must be delivered with appropriate warm-up and care;
boundaries around touch, improvisation, intimacy, physical theatre and personal disclosure must be clear.
Props, costume and set
props, costumes and set pieces must be checked before use;
sharp, heavy, unstable, flammable or realistic weapon-like props require specific approval and risk assessment;
costumes must not create unacceptable trip, visibility, overheating or restriction risks;
shared costume, masks or make-up should be managed hygienically.
10. Events, performances and public audiences
For performances, showcases, productions, community events or public-facing activity, Silhouette Youth will ensure planning is proportionate to the scale and risk of the event.
Each event or production should have
a named event lead or production lead;
a written event or production risk assessment;
clear roles for front-of-house, backstage, technical, supervision and emergency response;
venue capacity and audience flow considered;
first aid and fire arrangements confirmed;
safe arrival, signing-in, collection and dismissal arrangements for young people;
backstage supervision and changing arrangements;
technical, sound, lighting, staging and cable management checks;
clear procedure for lost children, missing participants, medical incidents, evacuation and behaviour issues;
post-event review where there were incidents, near misses or learning points.
Audience and crowd safety
Audience safety must be considered for arrival, queuing, seating, access routes, toilets, refreshments, emergency exits and dispersal at the end of the event. Staff and volunteers must know who is responsible for crowd management and what to do in an emergency.
11. First aid, medical information and emergency arrangements
Silhouette Youth will ensure first aid arrangements are appropriate to the activity, venue, number and age of participants and level of risk. First aid arrangements may be provided by Silhouette, the host venue, a school, or a contracted provider, but this must be clear before activity starts.
First aid arrangements
first aid kits must be available at Silhouette-controlled premises and taken or confirmed for off-site activity where appropriate;
first aid kits must be checked regularly and restocked when items are used or expire;
the session lead must know who the first aider is and how to contact emergency services;
parents/carers must be informed of accidents or injuries involving children and young people where Silhouette is responsible for them;
medical information and emergency contacts must be treated as confidential and only shared on a need-to-know basis.
Emergency action
Make the area safe and prevent further harm.
Call for first aid support.
Call 999 where there is any serious injury, serious illness, suspected fracture, head injury concern, breathing difficulty, chest pain, severe allergic reaction, seizure requiring emergency response, unconsciousness, significant bleeding, severe burn or any doubt about the person’s condition.
Contact parents/carers for children and young people as soon as practical, unless doing so would increase safeguarding risk.
Record the accident or incident promptly and inform the Health and Safety Lead / CEO.
Preserve the scene where a serious accident may require investigation, unless it must be changed to prevent further harm.
Medication
Silhouette Youth will not normally administer medication unless a specific arrangement has been agreed with parents/carers or the responsible organisation and recorded in advance. Emergency medication such as inhalers, EpiPens or other prescribed emergency medication should remain accessible to the young person or responsible adult in line with agreed arrangements.
12. Accident, incident, near miss and RIDDOR reporting
All accidents, incidents and near misses must be reported promptly. This includes injuries, illness during activity, unsafe behaviour, equipment failure, fire alarm activation, medical episodes, violence or aggression, significant emotional distress, slips, trips, falls and any event that could have caused harm.
Reporting process
Make the situation safe and provide first aid or emergency response if needed.
Inform the session lead, project lead or senior member of staff immediately.
Complete the relevant accident or incident form as soon as possible and normally within 24 hours.
Inform parents/carers, school staff, venue staff, trustees, insurers or statutory bodies where required.
The Health and Safety Lead / CEO will review the report, identify learning, allocate actions and monitor completion.
RIDDOR
The Health and Safety Lead / CEO will consider whether an incident is reportable under RIDDOR. Reportable incidents may include specified injuries to workers, over-seven-day incapacitation of workers, certain dangerous occurrences, occupational diseases and certain injuries to members of the public arising from work activity. RIDDOR reports must be made using the appropriate HSE online reporting system and within required timescales.
For over-seven-day worker injuries, the seven-day period excludes the day of the accident but includes weekends and rest days. The report must be made within 15 days of the accident. This category does not apply to members of the public.
Review and learning
Accident and incident records will be reviewed periodically to identify patterns, recurring hazards and actions needed. Serious incidents will be reported to trustees and may require review of risk assessments, training, supervision, premises, equipment or delivery methods.
13. Fire safety and evacuation
Silhouette Youth will comply with fire safety duties for any premises under its control and will follow the fire procedures of schools, theatres, community venues and other host sites when working off-site.
At Silhouette-controlled premises
a fire risk assessment must be in place and reviewed regularly;
escape routes, fire exits and fire doors must be kept clear;
fire extinguishers, alarms, emergency lighting and signage must be checked and maintained by competent persons where required;
staff, freelancers and volunteers must know the alarm, evacuation route and assembly point;
fire drills or evacuation practices should be carried out periodically and recorded;
smoking and vaping are not permitted inside Silhouette premises or vehicles.
If a fire is discovered
Raise the alarm.
Call 999 from a safe place.
Evacuate by the nearest safe exit.
Do not stop to collect belongings.
Do not use lifts unless part of a specific evacuation plan.
Only use an extinguisher if trained, confident and safe to do so.
Go to the assembly point and remain there until told it is safe to leave or re-enter.
Off-site activity
For schools and external venues, the session lead must know the venue’s fire procedure, assembly point and evacuation support arrangements before activity starts. Participants must be briefed where appropriate.
14. Manual handling, staging, props, costumes and equipment
Manual handling risks arise when moving staging, furniture, speakers, costume rails, boxes, props, instruments, lighting stands, set pieces and other equipment.
Controls
avoid unnecessary lifting where possible;
use trolleys or mechanical aids where available;
split loads into smaller items;
plan the route and remove obstructions;
seek help with awkward, heavy or bulky loads;
do not allow children or young people to move heavy or hazardous items unless specifically risk assessed and supervised;
store equipment safely so it cannot fall, obstruct exits or create trip hazards;
secure set pieces, rails, rostra and staging where required;
wear suitable footwear and PPE where identified by risk assessment.
15. Electrical, sound, lighting and technical equipment
Electrical and technical equipment must be suitable, safe and used only by people who are competent or appropriately supervised. This includes sound systems, microphones, music equipment, laptops, chargers, extension leads, lighting, projectors, amplifiers and hired equipment.
Controls
all electrical equipment must be visually checked before use;
damaged equipment, plugs, sockets or cables must be taken out of use immediately;
portable electrical equipment should be inspected and tested at intervals appropriate to its use and risk;
extension leads must be fully unwound where required, not overloaded and protected from trip hazards;
cables must be taped, ramped, routed or managed safely;
liquids must be kept away from electrical equipment;
technical equipment must not block fire exits or access routes;
lighting must be rigged, focused or adjusted only by competent people;
hired or borrowed equipment must be checked before use and used in line with supplier instructions.
Young people and technical activity
Young people may take part in technical theatre, music technology or production learning only where the activity is risk assessed, age-appropriate and supervised by competent adults. Higher-risk tasks, working at height, heavy lifting, electrical work and rigging must not be undertaken by young people unless specifically assessed and legally appropriate.
16. Premises, housekeeping and working environment
Good housekeeping is essential to safe delivery. Everyone must help keep spaces clean, tidy, accessible and free from avoidable hazards.
Controls
walkways, stairs, fire exits and access routes must be kept clear;
spills must be cleaned promptly and marked with warning signs where needed;
bags, coats, props, cables and equipment must be stored safely;
broken furniture, damaged flooring or unsafe equipment must be reported and taken out of use;
rooms must have suitable lighting, ventilation and temperature for the planned activity;
noise levels must be managed, particularly during music, technical rehearsals and events;
toilets, changing spaces and welfare facilities must be suitable for the group and venue;
access needs must be considered for disabled participants, staff, volunteers and visitors.
Smoking and vaping
Smoking and vaping are not permitted inside Silhouette premises, vehicles, rehearsal rooms, classrooms, performance spaces or other indoor venues used for Silhouette activity. Where external venues have designated smoking areas, these must not be used by children or young people during Silhouette activity.
17. COSHH, cleaning products and hazardous substances
Silhouette Youth will minimise the use of hazardous substances. Where cleaning products, adhesives, paints, aerosols, make-up, special effects materials or other substances are used, they must be stored, labelled and used safely.
Controls
substances must be used only for their intended purpose and in line with manufacturer instructions;
hazardous substances must be stored securely and away from children and young people;
substances must not be mixed unless explicitly safe to do so;
bleach and other cleaning products must be used with care and never mixed with other cleaners;
COSHH assessments must be completed where required;
PPE must be used where identified by risk assessment;
spillages or exposure must be reported and managed immediately.
18. Food, drink and allergies
Where food or drink is provided, Silhouette Youth will consider allergies, choking risk, hygiene, storage, labelling and supervision. Parents/carers should provide relevant allergy and medical information for children and young people where Silhouette is responsible for them.
known allergies must be recorded and shared with staff on a need-to-know basis;
food provided at events or sessions must be appropriate to the group and clearly communicated;
participants should not share food where allergy risks are present;
water breaks should be encouraged during physical, singing or long rehearsal activity;
hot drinks should be kept away from children, young people, cables and technical areas.
19. Travel, lone working and out-of-hours working
Silhouette Youth work may involve travel to schools, venues, rehearsals, evening sessions, weekend events and out-of-hours working. These arrangements must be planned and proportionate.
Travel
staff, freelancers and volunteers using their own vehicles for work must hold a valid licence, insurance and MOT where required;
children and young people must not be transported by staff or volunteers unless this has been authorised, risk assessed and agreed with parents/carers and senior leadership;
travel arrangements for groups must be planned, supervised and communicated clearly.
Lone working and out-of-hours
avoid lone working with children or young people;
where adults work alone in premises, they should have a means of communication and follow opening/closing procedures;
the first and last person on site should consider personal safety, alarms, lighting, parking and secure access;
concerns about personal safety, harassment or unsafe travel should be raised with the CEO / senior lead.
20. Freelancers, volunteers, youth leaders and contractors
Silhouette Youth relies on a mixed team of staff, freelancers, volunteers, youth leaders and specialist practitioners. Everyone must understand their health and safety responsibilities before starting work.
Freelancers and visiting practitioners
must receive or have access to relevant policies, risk assessments and emergency procedures;
must provide evidence of qualifications, insurance, DBS or safeguarding requirements where relevant to the role;
must only deliver activities within their competence;
must report accidents, incidents, near misses and hazards immediately;
must follow Silhouette and host venue procedures.
Volunteers and youth leaders
must receive an induction appropriate to their role;
must be supervised and supported;
must not be given responsibility for tasks beyond their age, confidence, experience or training;
must know who to go to for help;
must follow safeguarding, behaviour and health and safety expectations.
Contractors
Contractors undertaking work on premises, equipment, technical installations, repairs or other specialist tasks must provide risk assessments, method statements, insurance and evidence of competence where required. Contractors must be briefed on emergency arrangements and must not create risks for staff, participants or the public.
21. Violence, aggression and unacceptable behaviour
Silhouette Youth will not tolerate violence, threats, harassment, intimidation, discriminatory abuse, sexual harassment, aggressive behaviour or unsafe conduct towards staff, freelancers, volunteers, participants or visitors.
Controls
behaviour expectations will be communicated to participants, families and visitors where appropriate;
staff and practitioners should seek support early if behaviour is escalating;
no one is expected to physically protect property or place themselves at risk;
physical intervention must only be used as a last resort to prevent immediate harm and must be reasonable, proportionate and recorded;
incidents of violence, aggression or threatening behaviour must be recorded and reviewed;
police or emergency services should be contacted where there is immediate danger or a criminal act.
22. Stress, wellbeing and mental health at work
Silhouette Youth recognises that youth work, charity leadership, school delivery, performances, funding pressures and safeguarding responsibilities can create stress and emotional load. The organisation will take reasonable steps to protect staff, freelancers and volunteers from work-related stress and support a healthy working culture.
Controls
roles, responsibilities and expectations should be clear;
workload, deadlines and session demands should be realistic where possible;
staff and practitioners should have opportunities to raise concerns;
debriefs should be offered after difficult incidents, disclosures, productions or high-pressure events where appropriate;
bullying, harassment and discriminatory behaviour will not be tolerated;
reasonable adjustments should be considered for health, disability, caring or wellbeing needs;
trustees and senior leaders should review workload and organisational risk during periods of change.
23. Training, induction and communication
Silhouette Youth will provide information, instruction, training and supervision appropriate to each role. Training may be internal or external and should be proportionate to the risks involved.
Induction should cover
health and safety policy and responsibilities;
safeguarding and child protection links;
fire and emergency procedures;
first aid and medical arrangements;
accident, incident and near miss reporting;
risk assessments and dynamic risk assessment;
venue-specific procedures;
safe use of equipment;
manual handling, technical equipment or performing arts-specific controls where relevant.
Records
Training, induction, briefings, checks, drills and key risk assessments should be recorded and retained by the Health and Safety Lead / CEO or delegated responsible person.
24. Monitoring, review and trustee oversight
Health and safety will be monitored through regular operational review and trustee oversight. The purpose of monitoring is to identify learning, prevent harm and ensure the policy remains practical.
Monitoring may include
review of accident, incident and near miss records;
review of risk assessments and actions;
premises and housekeeping checks;
fire, first aid and equipment checks;
feedback from staff, freelancers, volunteers, young people, families, schools and partners;
post-event or production review;
trustee review of significant risks and serious incidents.
Reporting to trustees
The CEO / senior lead should report significant accidents, incidents, emerging risks, repeated patterns, major events, premises issues and any RIDDOR reportable incident to trustees. Trustees should ensure appropriate action is taken and recorded.
25. Policy review and document control
This policy will be reviewed at least annually and sooner if there are significant changes to law, guidance, premises, staffing, delivery models, activities, equipment or risk profile.
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Appendix 1: Accident report form
To be completed for any injury, accident or medical incident connected with Silhouette Youth activity. Complete as soon as possible and normally within 24 hours.
	Field
	Details

	Name of injured person
	

	Date and time of accident
	

	Age, if under 18
	

	Session / project / group
	

	Location / venue
	

	What was the person doing before the accident?
	

	Description of what happened
	

	Nature and extent of injury
	

	First aid treatment given
	

	Name of first aider
	

	Were emergency services contacted?
	Yes / No - details:

	Were parents/carers contacted?
	Yes / No / N/A - details:

	Was the school/venue informed?
	Yes / No / N/A - details:

	Immediate action taken to make area safe
	

	Further action required
	

	Report completed by
	

	Signature and date
	

	Management review / actions
	

	RIDDOR considered?
	Yes / No - outcome:

	Action completed by / date
	



Appendix 2: Incident / near miss report form
To be completed for incidents, near misses, hazards, unsafe behaviour, violence/aggression, technical failures, evacuation issues, welfare incidents or events that could have caused harm.
	Field
	Details

	Date and time of incident
	

	Session / project / event
	

	Location / venue
	

	People involved
	

	Witnesses
	

	Description of incident / near miss
	

	Immediate action taken
	

	Was anyone injured?
	Yes / No - if yes, complete Accident Report Form

	Were parents/carers, school or venue informed?
	Details:

	Safeguarding referral needed?
	Yes / No - if yes, follow safeguarding procedure

	Further action required
	

	Report completed by
	

	Signature and date
	

	Management review / learning
	

	Actions completed by / date
	



Appendix 3: Activity and venue risk assessment template
Use this template for sessions, rehearsals, school workshops, performances, productions, events and off-site activity. Adapt the level of detail to the risk.
	Item
	Details

	Activity / project name
	

	Date(s)
	

	Venue / location
	

	Lead person
	

	Participants / age group
	

	Number of participants
	

	Staff / freelancer / volunteer team
	

	First aid arrangements
	

	Fire / emergency arrangements
	

	Safeguarding arrangements
	

	Medical / access / additional needs
	

	Relevant school or venue contact
	


Risk assessment table:
	Hazard
	Who could be harmed?
	Existing controls
	Further action needed
	Responsible person
	Review date

	Slips, trips, falls
	
	
	
	
	

	Physical activity / movement
	
	
	
	
	

	Props, costume, set or staging
	
	
	
	
	

	Electrical, sound or lighting equipment
	
	
	
	
	

	Manual handling
	
	
	
	
	

	Behaviour, distress or wellbeing
	
	
	
	
	

	Fire or emergency evacuation
	
	
	
	
	

	Arrival, collection or audience movement
	
	
	
	
	

	Other activity-specific hazards
	
	
	
	
	



Appendix 4: External venue / school checklist
Complete or confirm before delivery in a school, theatre, community venue, partner building or event space.
	Check
	Yes / No / N/A
	Notes / action

	Named school/venue contact confirmed
	
	

	First aid arrangements confirmed
	
	

	Fire procedure and assembly point confirmed
	
	

	Safeguarding contact / DSL confirmed where relevant
	
	

	Toilets and changing areas confirmed
	
	

	Access and additional needs considered
	
	

	Room size, flooring and furniture suitable for activity
	
	

	Electrical supply and technical arrangements checked
	
	

	Loading, parking and equipment access confirmed
	
	

	Register / attendance process agreed
	
	

	Arrival and collection process agreed
	
	

	Venue risk assessment or site rules received where required
	
	

	Silhouette activity risk assessment completed
	
	

	Freelancers / volunteers briefed
	
	



Appendix 5: Freelancer / volunteer induction checklist
Use for new freelancers, volunteers, youth leaders and visiting practitioners. The depth of induction should match the role and level of responsibility.
	Induction item
	Completed?
	Notes / date

	Role, responsibilities and reporting line explained
	
	

	Health and Safety Policy shared or explained
	
	

	Safeguarding and child protection expectations explained
	
	

	Accident, incident and near miss reporting explained
	
	

	Fire and emergency procedures explained
	
	

	First aid and medical arrangements explained
	
	

	Activity or venue risk assessment shared
	
	

	School / venue-specific arrangements shared
	
	

	DBS / references / insurance / qualifications checked where required
	
	

	Behaviour, boundaries and professional conduct explained
	
	

	Manual handling / technical / role-specific training completed where required
	
	

	Data protection and confidentiality explained where relevant
	
	

	Induction completed by / date
	
	

	Freelancer / volunteer signature
	
	


Note: This policy is a governance and operational document. It should be checked by the Board of Trustees and, where necessary, by a competent health and safety adviser before formal adoption, particularly if Silhouette Youth takes on new premises, larger public events, technical installations or higher-risk activities.
