HELIX
ARTS.

Organisational Risk Assessment - Business Centre

Date of Assessment: 8th April 2025

Venue: North Tyneside Business Centre
Assessed by: Stephen Pritchard, Deputy Director
Safeguarding lead: Stephen Pritchard, Deputy Director, 07949776566, stephen.pritchard@helixarts.com

Note: All activities in this building and at other sites have their own Risk Assessment which should be followed as well as or in place of this
assessment.

All external parties or shared host/use will be provided with this and a short building induction.

Please cross reference:
e Safeguarding policy
Access statement (Additional event access statement are recommended)
Fire assessment
Health and Safety Policy
First Aid accident form

Report and record all serious concerns to: Deputy Director/ Director immediately.

Key contact: Cheryl Gavin, Director, 07976240570


mailto:stephen.pritchard@helixarts.com
https://www.helixarts.com/about-us/safeguarding/
https://www.helixarts.com/accessibility-statement/
https://www.helixarts.com/wp-content/uploads/2025/04/FIRE-RISK-ASSESSMENT.docx.pdf
https://drive.google.com/file/d/1Hn5C5_jPDEt9waYK99B2KvqTjlehRCLK/view?usp=drive_link
https://docs.google.com/document/d/1vW5YP_SYuOG8BASiuvl4m66myOoBOOj5r0GL4q1pazk/edit?usp=sharing
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Description of Activities

Fire extinguishers and alarms
throughout building.

Fire escape routes clearly marked.

Emergency lighting throughout
building.

Fire alarms checked weekly.

Evacuation plan from NTBC for the
building to be followed.

Follow all instructions in our Health
and Safety Policy.

Register and sign
in sheets will be
used to check
against evacuation
to ensure no-one
remains inside the
building.

Lifts must not be
used.

Evac chairs and
safe spaces
available for
people unable to

Possible Hazard Existing Controls Likelihood |Levelof [ Actionineventof | Date tobe Who will
of injury harm if accident implemented implement
under injury
current occurs
control
measures

Fire All staff, volunteers and visitors Fire evacuation SP

mu_st_5|gn in and out of the LlmlnA LlmlH plan will be
building. followed.
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This plan will be shared with
everyone as part of inductions/
safety briefings.

Lifts must not be used.
Evac chairs available but must only
be used by trained members off

staff.

Muster point on Howard Street, in
square outside Jobcentre.

use fire escape
routes.

Injury due to
lifting/ moving
objects

Proper manual handling/ lifting
procedure must be followed.

Larger objects will be lifted with the
correct number of people, loads
will be properly assessed before
moving and routes will be
assessed in advance of moving
any objects.

Refer to first aid
incident.

Everyone

Slips trips and
falls

Ensure any leads/ cables for
laptops, projector etc are not run
along walkways and are
appropriately secured.

All spaces to have clear walkways
at all times.

Refer to first aid
incident.

SP MT KJA
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In the event of any spillages they
should be cleaned up immediately.
Be careful on stairs.

If ladders are used, ensure they are
suitable for the task and always
use them safely with help if
required.

First aid incident
(general)

All incidents and near misses to be
reported immediately following
First Aid Procedure.

The company has several
nominated first aiders.

Maintain order of space.

Ensure any materials/equipment
used within session are
appropriate.

If an accident occurs assess
whether it is safe to approach then
consider the severity of accident. If
severity is high contact 999.

If severity is medium or low contact
FE representative.

All events have
their own Risk
Assessment
specific to planned
activities.

In event of an
accident, only a
designated first
aider is allowed to
treat the casualty.

After the incident
has concluded the
first aider &/or staff
member must
complete an
accident form &
send to Helix Arts
Directly to inform
safeguarding lead

Artist,

Creative Producer,
Designated first
aider, support staff,
Safeguarding lead
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All staff have access to accident
form and will be required to carry
paper copies or have access to
digital copies to complete in the
event of an accident.

Two members of staff on site will
be first-aid trained and one will
also be mental health first aid
trained.

of accident or near
miss.

Lone working

Ensure all staff following Lone
Working Policy.

Remain aware
when last in
building.

Phone police if any
concerns.

Staff

Security

All areas are behind security doors.

All staff have front door codes and
security key fobs.

Some rooms are locked by key.
Ensure keys are kept in secure key
box at end of the day.

Front door to be locked from 4pm
to 8pm.

Report any security
breaches/
concerns to
Deputy Director
/Director
immediately.

Report any lost/
missing fobs/ keys/
etc. to Deputy
Director /Director
immediately.
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Do not permit authorised visitors or
visitors to other businesses to
enter the building.

Ensure rooms and buildings are
locked when leaving the building.

Stewardship of the door as
appropriate

A person exhibits
dangerous,
inappropriate or
suspicious
behaviours.

Staff will report the incident
immediately.

If behaviour is considered an
immediate risk artist to assess
severity and seek further
assistance from appropriate
source.

Terrorist behaviour/threat:

Run - escape if you can

If you cannot run, Hide - find safe
cover, avoid being trapped

When it is safe to do so Tell - Call
999

Refer to details, briefing staff
https://www.protectuk.police.uk/ad
vice-and-quidance/response/run-h

ide-tell

Report to Helix Arts
safeguarding, lead
as soon as
possible.

Mental health first
aider on site will
respond.

The UK is currently
at SUBSTANTIAL
risk of terrorist
behaviour.
HEIGHTENED
response level:
A physical attack
targeted on the
public will be
immediately
reported to the
police.

Artist, Support
staff, Safeguarding
Lead

Safeguarding Lead



https://www.protectuk.police.uk/advice-and-guidance/response/run-hide-tell
https://www.protectuk.police.uk/advice-and-guidance/response/run-hide-tell
https://www.protectuk.police.uk/advice-and-guidance/response/run-hide-tell
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Sharing of personal
information

All staff, volunteers and placements
must read and sign GDPR policy.

M

M

Ensure role and
purpose clearly
identified in
relation to personal
sharing of
information at the
start of each
conversation.

Deputy Director

Risk to wellbeing
through
misgendering

Staff should introduce themselves
including their pronouns.

In case of
accidental
misgendering, staff
will correct
themselves.

Staff

Risk to' wellbeing
due to access
needs not being
met.

Access information will be
collected in advance and needs
will be discussed and supported.

Measures of support available
including details of the accessibility
of the building will be provided in
advance for participants to manage
expectations.

Access measures including
sensory materials, a quiet area,

Action will depend
on the way
individual
wellbeing has been
impacted.

Mental health first
aider will assess
situation and
appropriate action.

Staff, Safeguarding
lead
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alternative formats of printed Safeguarding lead
material will be provided. may be consulted
where appropriate.

Risk of illness as a Food will be provided by reputable Action will depend Staff
result of Food being | caterers. on severity of
served at event L |M]H o Ll B impact.
:)e'g. a!:frge")s' food | pietary requirements and allergies
orne fliness information will be collected in First aider will
advance from participants and initially respond.

confirmed via email.

Caterers will provide allergen
information for all dishes clearly
labelled and shared in advance.

Allergen information will be
displayed with food.

ENSURE ALL STAFF AND VOLUNTEERS ARE BRIEFED ABOUT THIS RISK ASSESSMENT AS PART OF THEIR INDUCTION

ENSURE ALL VISITORS ARE BRIEFED ABOUT FIRE PROCEDURES AND ANY IMMEDIATE SAFETY CONCERNS UPON ENTERING THE BUILDING.

Details of nominated first aiders at event/activity/venue
Stephen Pritchard

Megan Todman

Katie Jayne Appleyard
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Please note in the event an individual requires transport to hospital without aid of an ambulance ideally there should be both a first aider and a

separate driver where possible.
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