Working with Creative Practitioners project checklist
There are a number of steps to go through in preparation for hiring creative practitioners. 
This is a checklist for staff with the aim of offering a positive experience for all. 

Please note much of these guidelines may not be applicable for one off events. 

	Good Practice
	Description
	Applicable Y/N

	Project planning 

	Project Parameters
	· Explore and agree project ideas. Consider establishing a working group.
· Ensure co-creation is embedded where possible and appropriate
· Decide on the output e.g. event, film, piece of art etc. If an output has not been identified, consider having a more open brief. This gives artists more flexibility to present their ideas.
· Agree timescales/ deadlines. Delivery start date will often determine timescales for recruitment. 
· Identify times / days for delivery 
· Identify key people /partners to involve – internal teams, external partners, other authorities, local community etc. Consider involving them from the start and invite them to help develop the brief. 
· Identify audience(s) you want to engage  
· Discuss limitations to delivery – e.g. space available, or needing to be outside of normal working hours to reach intended audience etc.

	

	Set your budget
	Fair Pay Commitment
· We are dedicated to ensuring fair compensation for individuals in the cultural sector.
· Organisations and projects funded by us must ensure that fees for artists, creatives, and specialists align with recognized codes of practice and guidelines set by relevant lead bodies.
· Consult industry guidance for further details on recommended pay rates.
· Consider participating in the Prompt Payment Code or adopting similar practices, such as upfront or early payments.
Rates of pay guidelines – Artists Union

	

	Recruitment 
	
	

	Project brief 

	Click here to see a template for creating a brief
Click here to see examples of past briefs
Considerations when recruiting a practitioner

· Offer clear information:​ the parameters; audience, venue, timescales, outcome and any non-negotiables​
· Outline skills, experience and understanding required – be clear on desirables and essentials.
· State whether a DBS is required. 
· Outline payment and terms​
· Clarify any support or development that may be available (non-pecuniary benefits)
· Ensure application process is clear. Provide link to the CP application form  and encourage supplementary documents such as visuals, images etc.
	

	Advertise 
	· We recommend advertising the opportunity for 3-4 weeks. 
· Artsjobs: the key place to advertise.
Tips: title artist/creative practitioner. Tick all artforms you will accept.
Payment – select pro rata for the delivery, not the amount. This will be £35-40k if salaried; putting a low amount is off-putting
· Ask Creative Leicestershire to share
· Use social media, in particular Instagram and tag local arts organisations around the county
· Share with partners 
· Email registered creative practitioners from the mailing list. 
· Our events EOI form and Project application form invites CPs to opt in to our mailing list. 

	

	Shortlisting / interview process. 
	· Decide who is going to be involved in the shortlisting and interview process. We recommend minimum 2 people. If working across teams, ensure there is a representative from each team. Staff who engage in this process should consider completing the recruitment and selection training https://leicestershiretotara.learningpool.com/course/view.php?id=4690 
· Create a shortlisting grid for meeting criteria. click here for template 
· You may wish to weight elements before you begin, when you write the brief, e.g. realistic budget, experience. Although the quality of the idea and it working for the target community is key.
· Invite successful/ shortlisted CPs to interview/ discussion. Decide whether this will be in person or remote. 
· Interview questions should relate to the specifics of the project 
· Provide feedback to unsuccessful applicants. For those who made it to interview this should be more comprehensive and in depth. When giving feedback it's a good idea to start off with the positives before addressing the areas where the candidate could have done better. Give specific examples and encourage them to continue to develop their strengths. Be authentic in your feedback. Offer realistic and objective advice
· For those who agreed, add CP’s details to the mailing list   

	

	

	Create a Partnership agreement
	· Arrange a meeting with the successful candidate to do introductions and discuss key criteria.
· Develop your partnership agreement: 
-Outline key objectives, milestones and timeframes of project.
-Be clear on roles and responsibilities of the CP and of us as the commissioning organisation 
-Make clear terms for payment or part payment. 
· Offer to discuss and go through the agreement either in person or via the phone / teams etc. with the CP
· 
[bookmark: _MON_1791113903]An example of a partnership agreement can be found here:
· Ensure the partnership agreement along with the funding conditions form is sent to and signed by the CP: 
· 


	

	Payment:
	· Agree on payment schedule and ensure timely payments. Remember all payment will be made 30 days after invoice is received. 
·  Agree on expected hours for research, development, planning, and delivery
· Compensate CP’s appropriately for any additional hours worked beyond the agreed amount.
· Acknowledge that self-employed practitioners are responsible for their own tax, National Insurance contributions, overheads, travel, and equipment costs, and may not receive holiday or sick pay.
· Send the CP details on how to set up as a supplier 
Invoice template for suppliers
Invoice template instructions for use 



	

	Management and Support 

	 Induction
	
· Adapt the ‘Working with us’ document to make it specific to your project. Share this with the CP 
· 

· Show freelancers around the building or workspace making sure they can access any equipment they’ll need 
· Introduce them to relevant staff across your organisation and share key contact information 
· Ensure that appropriate safeguarding checks have taken place, where necessary, and that they have read and understood the safeguarding policy 
· Establish clear channels for raising concerns. 

Risk Assessment


[bookmark: _MON_1773655453]

· Ask CP to provide you with a Risk assessment of the activity. 
· If they do not have one, consider supporting them to complete it

Copy of Insurance Policy
· Ask CP to provide proof of public liability insurance. 
· If they do not have this, refer them to Artists Union England for support https://www.artistsunionengland.org.uk/public-liability-artists-insurance/ 


	

	Ongoing Project delivery 
	· Ensure regular meetings are booked in with CP throughout project delivery 
· Sometimes project direction and timeframes need to change- often this is out of our control. Ensure you notify the CP of any changes as soon as possible and be transparent in your reasoning.
	

	Evaluation
	· Ensure the CP is clear on their role around evaluation with participants. Are they responsible for it, are staff supporting it, which processes should they be using, how is the information to be managed.
· Plan a CP evaluation of the project and processes using our CP evaluation guide. This should be a 2-way approach.  https://surveys.leics.gov.uk/snapwebhost/s.asp?k=171688291209 
· Ensure you mention the CP in any case studies, good new stories, SM posts etc.
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Partnership Agreement. Foxton Creates



Purpose

The purpose of this agreement is to develop and deliver Foxton Creates. This is a partnership between Foxton Canal Museum and Leicestershire County Council’s (LCC) Culture Leicestershire and Jessica Hartshorn who has been commissioned to deliver a creative response. This project seeks to reinvigorate the museum offer for children and schools in order to increase family and school visits to FCM. The project is funded through Arts Council England’s (ACE) National Portfolio Organisation (NPO) Investment Programme and will be delivered for the period, 1st September 2024 to 31st March 2025.



Project Partners

· Culture Leicestershire – LCC’s Heritage, Collections & Learning, Museums, Library and Cultural Participation Services

· Foxton Canal Museum – Independent Museum run by the Foxton Inclined Plane Trust

· Jessica Hartshorn – Freelance Creative Practitioner





Key Objectives

· To cocreate multisensory interactive interpretation of FCM’s existing exhibits. 

· The artist will work creatively with KS2 children from local schools to design the interactive interpretations and then work with a design company to produce their vision. 

· The children’s ideas and needs will be incorporated into every aspect of the design process. The final interactives will be sited in and owned by FCM and be a legacy that the museum intend to build on in the future. 

· To support and empower local children and families to contribute to how culture is interpreted, shared, and enjoyed. 

· To increase participation and widen the diversity of the museum audience by offering alternative and bespoke opportunities. 

· To enhance individual wellbeing and collective community resilience using art as a medium.

· To connect people through the cultural assets of Foxton Museum, the creative outputs of local artists and practitioners and the Culture Leicestershire service. 





Milestones and Timescales

· A minimum of 8 workshops to be delivered, 4 at FCM and 4 at participating schools in Foxton, Market Harborough, Oadby and Wigston, with approximately 30 children per school. 

· Workshops to take place in between September and December 2024.

· Work with design company to realise the cocurated vision between December 2024 and March 2025.



Key Roles and Responsibilities



Culture Leicestershire Team

· Act as a point of contact between Jessica Hartshorn and FCM

· Support the relationship between Jessica and FCM

· Support recruitment and liaison with schools

· Lead on project evaluation

· Liaise with professional partners / stakeholders, e.g. members of the working group, other CuL staff, Museum Development Midlands, ACE, NPO board

· Recruit volunteer/s to support the workshops

· Provide agreed funding for the collaboration project and organise payments

· Manage the milestones of the project in-line with funding. 

· Provide processes for evaluation of the project including evaluation materials

· Support the creation of Risk Assessment for the workshop activity

· Commission and pay for design company to create interactives 

· Arrange induction to LCC, FCM and introduce to key partners 



Foxton Canal Museum

· Accept and manage the finances in line with grant conditions

· Recruitment of and liaison with schools

· Arrange logistics and transport for school visits

· To support the workshops on site as necessary

· Provide relevant risk assessments and insurance for workshops on site

· Support the development of a design brief based on the creative workshops

· Liaise with Canal and River Trust

· To support the evaluation process provided by Culture Leicestershire

· To participate and feed into project meetings

· Respond to emails in a timely manner and keep in regular contact with Jessica and CuL

· Provide regular and appropriate updates to Culture Leicestershire Team

· Comply with LCC policies and procedures on information security and GDPR, equality, diversity and inclusion, social media use and photo permissions



Jessica Hartshorn 

· To develop, plan and organise workshop content suitable for KS2 children with different abilities 

· To run workshops in line with agreed timescales at FCM and school venues

· To work positively with schools and FCM using the cocreation approach

· To manage volunteers supporting the workshops 

· To support the evaluation process provided by Culture Leicestershire

· To participate and feed into project meetings

· Respond to emails in a timely manner and keep in regular contact

· Provide regular and appropriate updates to Culture Leicestershire Team

· Organise the workshop space including making sure it is accessible, safe and left tidy after workshops

· Provide and organise materials supplies for workshops

· Final art outcome to be used to develop a brief for a design company by end of December 2024 in partnership with FCM and CuL.

· Lead on the brief for the design company using the creative output and ideas generated by children in the workshops in partnership with CuL and FCM

· Work with Culture Leicestershire to promote the project in the heritage and arts sector including website content, social media content, photo permission forms from participants and taking and sharing of photographs / film

· Provide an enhanced DBS certificate

· Provide a copy of your public liability insurance 

· Produce risk assessments for activity with support from Culture Leicestershire and FCM

· Comply with LCC policies and procedures on information security and GDPR, equality, diversity and inclusion, social media use and photo permissions





Funding:

£4000 will be provided to Jessica Hartshorn for the delivery of the project, with the first £2000 provided at project initiation, in September 2024. The remaining £2000 to be paid on completion of milestones.





Project Contacts and Signatures of Agreement



Helen Murray, Community Participation Worker, Culture Leicestershire





Signed…………………………………………………………  Dated………………………



Jessica Hartshorn, Creative Practitioner





Signed…………………………………………………………  Dated………………………



Penny Arscott, Manager, Foxton Canal Museum 





Signed…………………………………………………………  Dated………………………
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Culture Leicestershire - National Portfolio Organisation (NPO) Funding 2023-2024

Conditions and Reporting Requirements

1. The organisation/s / creative practitioner named in the partnership agreement are responsible for delivering the project in accordance with these funding conditions.

2. The funding will only be used for the purposes described in the partnership agreement.

3. You are confirming that the organisation / creative practitioner hasn’t obtained funding for the same purposes from any other funding body. 


4. No major change to the activity outlined in your project plan should be made without prior written approval from Culture Leicestershire, Leicestershire County Council.

5. If your final project costs are less than originally estimated in the partnership agreement, you must inform the Cultural Participation Team as soon as possible. There is some flexibility around the use of any un-spent monies, but any proposal to use the funding for purposes other than those outlined in the partnership agreement must be agreed. Furthermore, the funding amount offered will not be increased in the case of an overspend.

6. If approved, any equipment/capital items purchased through the funding will be kept solely for the use of Culture Leicestershire and must not be disposed of or sold without prior written approval from Leicestershire County Council.

7. After receiving Leicestershire County Culture Leicestershire funding, if the partnership organisation goes into liquidation/insolvency, Leicestershire County Council must be listed as a debtor. Any unspent funds should be returned to the Council. 

8. Leicestershire County Council can not in any way be held responsible for any legal matters associated with the delivery of your project. You must ensure you have all relevant policies and procedures in place to deliver your service safely and legally.

9. Leicestershire County Council may ask for the funding to be returned if:


i. The partnership agreement was completed dishonestly or supporting documentation gave false or misleading information.

ii. your organisation fails to utilise/spend the monies for the purposes outlined in the partnership agreement.

iii. your organisation is unable to utilise/spend the monies in full, within the timeframe agreed in the partnership agreement.

iv. any of the conditions outlined in this document are not met.

10. You agree to involvement in any press/media publicity related to your project and will acknowledge Culture Leicestershire/ LCC in any publicity material and press release about the project. 

11. You agree that Culture Leicestershire / LCC can use the name of the project and organisation in its own publicity materials and share information about the project with appropriate partner organisations.

12. You agree to take part in shared learning opportunities. This could be through for example: visits by LCC officers during the funding period.

13. You will forward copies of any press articles or media publicity relating to the project to Culture Leicestershire.

Payment Terms and Conditions 


a) Two payments will be made, half the practitioner fees and full estimated costs at project initiation, with the balance on completion of milestones. However, you must retain all evidence of costs which are incurred because they will need to be submitted as proof that funding was spent in accordance with the partnership agreement.

b) If there are any discrepancies in terms of overall expenditure, in comparison to the original planned costs (as outlined in the partnership agreement), these will need to be explained and clarified to the LCC Officers. If LCC are not satisfied with the evidence of expenditure submitted, then the Council reserves the right to request that the funding (or a proportion) is returned.

c) You will complete and submit an Expenditure Report Template once the funding has been utilised/spent in full. This will include an accurate final breakdown of all costs incurred. 

d) LCC reserves the right to fully audit use of any funding awards at a later stage. The County Council has a zero-tolerance approach to fraud and financial irregularity and offenders may well be prosecuted if Officers as not completely satisfied by the information submitted in evidence of the expenditure incurred against the partnership agreement.

I hereby agree to abide by the conditions and reporting requirements contained in the above document.

Name (block capitals):


Name of Organisation / Creative Practitioner: 

Signature:

Date: 

_____________________________________________________________________________

Please complete and return this form to: Project lead email 

PAGE  
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Creative Practitioner Induction Pack



NOTE: This is an example of an induction pack for creative practitioners commissioned by Culture Leicestershire as part of the NPO funding. The parts highlighted in yellow will require you to adapt and make specific to your project.

 Before sending to your CP please read through the full pack to ensure the information is accurate and relevant to your project.

(It goes without saying- but please delete this section before sending to your CP)  













Creative Practitioner: Name 

Project: Project Name 

Project lead: Staff members name and job title 













Contents





























Our Values and intent

when working with Creative Practitioners

Creativity

Passion



Integrity 



Inclusiveness 

Collaboration and Support





· We will treat people with respect, through active listening, clear communication and reliability



· We care about being honest and ethical 



· We will listen to feedback



· We are interested and enthusiastic champions and will advocate and celebrate the good work of our partners



· We will create briefs and recruit with openness and innovation



· We will have a problem-solving approach



· We will continue to ensure our processes keep you safe



· We will be supportive and empowering, bring a problem-solving approach and try to help make things work



· We will adapt to the needs and creative practice of the people we work with and be responsive to individual needs and skills



· We will offer opportunities for personal and professional development


Who’s Who

List the name and contact details of key staff, such as project lead or operational team and if suitable any partners.





Venues and Parking

Name and address of venue. 

Include details of parking situation. If parking available at site, where possible ensure a space is reserved for the practitioner. 

If no on-site parking available provide options of nearby car parks. Include details on where they could load and un-load car, if available.  



Building induction checklist:

· Access

· Facilities

· Fire escapes

· Risk assessments 

· Emergency contact































Jargon Busting!

Working with a local authority can seem to come with its own new language at times, so we’ve put together a jargon busting guide to help you navigate the acronyms and names you may come across. This isn’t an exhaustive list, so if there’s a term or procedure you don’t understand, please ask. We promise we won’t think you’re stupid and we’ve probably asked ourselves!

ACE- Arts Council England: The organisation who is funding the NPO. In turn, Arts Council receive their funding from the national government’s Department of Culture Media and Sport. 

CC- Community Connector: Local people who advocate, challenge, inspire and champion our cultural offer, services and activities. They guide us to be more representative and inclusive and connect us to the wider communities that they are linked to. We have a panel of CC representatives who help shape Culture Leicestershire.

Co-Creation: The involved community defines all or some elements of the focus, aims and direction of an approach, activity or project. In line with organisational parameters, they may be empowered or supported to decide how activities and outcomes are designed, delivered, enjoyed and/or shared. 

[bookmark: _Hlk142921159]CP -Creative Practitioner: An individual or group who, in their profession, uses creative skills and behaviours e.g., artists, musicians, actors, writers, performers, creators, educators, museum curators, technicians, producers to facilitate engagement. In addition, Creative Practitioners also have wider skills to enable them to support and involve others such as workshop design and delivery, marketing and promotion, mentoring and training. CP’s might be a freelance individual or work as part of an organisation. 

Creative Output /Outcome:  Examples could include a piece of artwork, song, dance, theatre performance, exhibition, community book, virtual map etc.

Culture: As a service we define culture as our past, our present and our future. It’s what we have inherited, what we are experiencing now and what we would like to see remembered. It’s myths and legends, faiths and religion, buildings, villages, cities and landscapes, art, dance, music and food, treasured and meaningful objects and possessions, values, beliefs and memories. 

The remit of our cultural services can be viewed here https://www.cultureleicestershire.co.uk/cultural-services/ 

Culture Leicestershire – LCC’s museums, libraries and collections, including the participation team, Culture To You, Home Library Service, Record Office of Leicester, Leicestershire and Rutland (ROLLR), 3 market town museums (Harborough, Charnwood and Melton), Bosworth Battlefield Heritage Centre, Donnington le Heath Manor House, 16 LCC run libraries and a 35 community run libraries, our museum and art collection and Creative Learning Services. 

Illuminate: The online data collection and analysis platform specifically designed for the arts and culture sector (commissioned by Arts Council). We have to collect audience data (from a sample size) for all our NPO activity. There are mandatory questions for us to collect so that data can be compared regionally and nationally. To find out more about this please visit https://www.artscouncil.org.uk/developing-creativity-and-culture/illuminate 

IP’s- Investment Principles: As part of the Let’s Create strategy there are four Investment Principles. These are Ambition and Quality, Dynamism, Environmental Responsibility, and Inclusivity and Relevance. As an NPO organisation we have to demonstrate how we are working towards achieving these principles and embedding them within our organisation.

Let’s Create: The Arts Councils strategy for culture and creativity.  It sets out their vision for the next ten years (2020-2030). For more information visit https://www.artscouncil.org.uk/lets-create .There are 3 outcomes of this strategy: Creative People, Cultural Communities and a Creative and Cultural Country. 

As an NPO we have to demonstrate how we support the Arts Council and cultural sector to achieve this strategy. 

NPO- National Portfolio Organisation: Organisations including museums, galleries, libraries, art centres, music venues. who receive investment funding through the Arts Council. For 2023-26 there are 985 organisations to receive this funding, Leicestershire County Council being one of them (there are only 16 other library services and 77 museums who received NPO status). 

Participant: Individuals who attend projects / workshops which are bespoke and designed to engage the specific / targeted members of communities. 

Acronyms you may hear us use: 

ACE: Arts Council England

CCIMTM: Community Curators in Market Town Museums

CEIL: Creative Expressions in Libraries (Our NPO Library strand)

CLS: Creative Learning Services, LCC’s education service for libraries and museums. https://www.creativelearningservices.org.uk/ 

CML: Community Managed Library, these are small libraries, usually in villages that are run by community, most are run and staffed by volunteers, although parish councils or other organisations do run some. They are supported by LCC Community Managed Library Support Officers and LCC provide the book stock. 

CPW: Community Participation Workers (Members of the Participation Team)

CTY: Culture to You (A new free volunteer led service bringing cultural opportunities to people where they live work and play)

CuL: Culture Leicestershire

CYF: Cultural Youth Forum

EDI: Equality, Diversity and Inclusion

FPN: Fair processing notice

GDPR: General Data Protection Regulation

HDC: Harborough District Council

HLS: Home Library Service (A free volunteer led service bringing books to people in their own homes) 

LCC: Leicestershire County Council 

PO number: Purchase order number, you need this in order to invoice us

RA: Risk Assessment

VCCC: Visioning a Cultural and Creative County (Our work to create a cultural and data strategy)



Being an Arts Council England National Portfolio Organisation

We are proud to have secured Arts Council Funding as a National Portfolio Organisation (NPO). As an NPO we are working on projects in Museums and Libraries, setting up a new Culture to You service and enhancing our policies, procedures and governance through the Investment Principles. 

The Arts Council England’s Let’s Create 10 year strategy can be found here https://www.artscouncil.org.uk/lets-create 

The NPO funded strands of work are:

· Culture Leicestershire – governance and strategy development, including the Cultural Youth Forum

· Community Curators in Market Town Museums

· Creative Expression in Libraries

· Culture to You 

This project is a  XXX project. All of our projects have elements of cocreation with local people.

These are the milestones for Community Curators in Market Town Museums in 24/25 are:

· Minimum of 3 co-created projects (one each) across our 3 Market Town Museums (Melton Mowbray, Loughborough and Market Harborough) 

· One project in Independent Museums

· Digital showcasing of these projects, both in development and when completed. 

· Creative Practitioners will be commissioned to facilitate these projects managed by Community Participation Workers 

· Outcomes of these creative projects might include exhibitions (physical and digital), film, performance, collections development, gallery interventions, trails and enhanced interpretation of long-term museum displays.  

· 15 new volunteers recruited and trained to support projects. 

· 500 people (over two years) who have not previously engaged with local museums visit or engage with the end-product of the project. 

· Five opportunities for creative practitioner commissions/ projects.  

· Each of the projects will have a creative output and will be led by the participants and the creative practitioners. 























Above are our targets for this project. 

To demonstrate we achieve these outcomes we have an impact evaluation survey for participants, we also ask participants to complete the Arts Council’s Illuminate survey. In addition, we hold feedback sessions with our Creative Practitioners. 

Our Governance Structure

This chart shows the different working groups that govern and manage the NPO work. You will attend some meetings of the Market Harborough task group. This structure chart gives you an insight into the other areas we are working on. 
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Setting up as a supplier, invoices and payment

Registering as a Supplier

To receive purchase orders and payments from Leicestershire County Council, you need to register as a supplier.  The information you provide will be held securely on our system and used for contacting you and when issuing purchase orders and remittance advice.

Please consult the below information to support in completing your registration.

Before Registering

Prior to starting you will need to have the following information to hand:

Trade Suppliers:

· A company letterheaded document containing bank details.

· Company registration number (for Ltd Companies) or Unique Tax Reference Number (for sole traders).



Individuals:

· A screengrab of a bank statement showing address and account details OR a photo of a bank card and proof of address.



How to Register

· Click the following link to register as a supplier: Supplier registration | e-form​

· Please consult the Verification Compliance document to ensure your registration is completed correctly to prevent any delays.

· We also encourage you to register for the supplier portal which will be offered in the questionnaire section of the registration application. In doing so, you will gain access to view the live status of purchase orders, receipts, invoices and payments



Help During Registering

· Please visit Supplier guidance | EMSS to access a video and guidance document on completing the form.

· An extensive Frequently Asked Questions document is also available.

· For further questions and additional support, please liaise with your LCC contact in the first instance.



After Registering

· To verify your submitted details and protect against fraud, you may be contacted by transactional service centre, East Midlands Shared Services after registering.

· We aim to complete supplier registrations within 5 working days, once completed, you will receive an email quoting your unique LCC supplier number.

· If you agreed to the terms of use for the supplier portal, the relevant login emails will also be issued.

Early Payment Partnership

Leicestershire County Council operate an early payment scheme named the Early Payment Partnership (EPP) – view further details and receive a call from our programme partner - Oxygen Finance Ltd – to have your invoices paid quicker.



Invoice Requirements

The requirements detailed below are essential on all invoices. Failure to follow these instructions may result in your invoice no being paid. 

Please note: Invoices will be paid 30 days from the date LCC have received the invoice to the following email address leicsinvoices@emss.org.uk

 

· Purchase order number and valid contact name (please use FAO Louise Sharples and the order number above)

· The word INVOICE or CREDIT NOTE stated clearly

· Your company name, address and contact details

· A your own unique invoice reference number

· The date of the invoice

· Invoices must be addressed to Leicestershire County Council - Please note that LCC is not an accepted acronym

· A clear description of the goods or services being charged for and individual amounts

· The total amount owed

· Bank Account Details (if you receive payments electronically)

· The invoice should be good quality with all required fields legible

· No handwritten items will be read from the invoice

 

If your invoice is VATable, we also require the following information

· Net amount excluding VAT

· VAT amount (if applicable)

 

When you are ready to submit please send to: leicsinvoices@emss.org.uk CCing in: XXX , please don’t include any other attachments.	Comment by Nicola Levin: For now CC Louise in. This will change once new project admin role is in place



Please direct all enquires about finance and payment to Louise Sharples in the first instance.



















Running Workshops

When you run a workshop as well as the creative element you will need to make sure you do the following:

· Have a risk assessment and insurance in place.

· Record attendees. This maybe a register, e.g. name, how did they hear about it, or just a count of numbers.

· Hand out evaluations and encourage take up. This may be as a QR code, iPad or sheet of paper.

· Take photos to record the session and make sure the photo permission form is filled in for everyone in the photos. 

· You may also be involved in recruiting participants and promoting the workshop depending on the project and the scope of the particular workshop.



Photo Permissions

· We are required to get a photo permission form completed for everyone in any of our photos or videos. Under 16s must have it filled in by a parent or carer. 

· The forms are paper forms and should be kept securely until they can be handed to the CPW who is leading the project. If you are using the photos for your own publicity etc please request a digital copy of the permission forms from the CPW.

· You must not photograph or video anyone who has not given consent, even with a view to cropping or otherwise editing them out as the forms give permission to store images as well as publish them.

· You may take photos that do not identify the participants without a form, e.g. hands whilst painting, back of heads in a crowd.

· The photo permission form gives permission for partners and those working for LCC to use the photos. We have permission to store and use images and recordings for 4 years. After this you must seek permission from the participants to continue to store and use the images. You are responsible for doing this should you want to use the images beyond the 4 years we have permission for. 

· You will be supplied with photo permission forms, which contain the wording of our fair processing notice (FPN), please see appendix A. 



Social Media

· We are happy for you to share this project on your social media, please tag us in your posts and make sure we have your handle so we can tag you.  We are on Facebook, X/Twitter, Instagram and YouTube. 

· www.facebook.com/CultureLeics www.twitter.com/CultureLeics www.instagram.com/cultureleics  www.youtube.com/@cultureleicestershire8586 

· In all of our posts we use the following hashtags #communitycurators #letscreate #cultureleics 

· Make sure you have photo permissions for everyone who appears in the photos (see above).

· Please use your social media to help promote any workshops that are open to the general public (do not promote ones that are invitation only as this can create confusion) and the finished artwork.

· You must not post anything that could bring LCC into dispute or contravenes our social media policy.

· Please see LCC’s social media acceptable use policy which applies to all staff, including freelancers. Appendix B.



Evaluation

· We collect 2 types of evaluation, the Illuminate survey which is mandated by ACE and our own Impact Survey. 

· The Illuminate survey must be given to everyone taking part, usually as a QR code, but paper copies are available. 

· The Impact Survey should be given to all workshop participants, it can be sent to them afterwards via email. Your CPW will discuss the best way to administer it. 

· You can request volunteer support to help with evaluation. 

· Evaluation is extremely important to us as we are required to submit evidence to ACE and it directly impacts future funding. We know that evaluation can seem like a nuisance during workshops, but it’s vital to our ongoing work.

· We are happy to share data from the evaluations with you, please speak to the CPW if you want to access our data.

· If you wish to carry out any additional evaluation for yourself please speak to the CPW, you must not give out additional evaluation without prior agreement from LCC. 



Risk Assessments

· You are required to carry out a risk assessment (RA) for your activity in addition to any other RA the venue has in place. Although it is your responsibility to risk assess your activity, you will be supported to make sure it is in line with LCC policy. 

· Risk assessments must include health and safety and safeguarding.

· We will share the RAs the venue has in place already and you can find a template for your own RA in appendix C.

· Please submit your RA to the CPW before the activity starts, they will disseminate to any other relevant parties. 



Insurance

· You are required to have appropriate insurance in place for the activities you have undertaken. Please submit a copy of your insurance policy to your CPW at the start of the project. You can discuss insurance requirements with your CPW at the start of the project if you are unsure. 

· If you have any questions about insurance please contact Louise Sharples.

· Please see LCC’s Public Liability insurance Appendix D.



[bookmark: _Hlk164257327]Operational and Political Sensitivities

LCC is a branch of local government and therefore we have to give consideration to things non-governmental and commercial organisations may not. 

While cocreation, coproduction and codelivery is at the heart of our service ethos we also have to work within the parameters of our organisation and adhere to certain legal requirements.

There may be instances where proposals for content are inappropriate for LCC to align with. 

It is not the role of the CP to involve any civic dignitaries, politicians or government officials in any capacity. If you wish to involve people who hold these role please discuss with your lead project contact at LCC as early as possible.

You must not use your time as an LCC contractor for other commercial activities, such as selling products and services.

You must not use the creative work you produce for LCC to market products or services or allow others to do so (e.g. including company logos).

You must not use the work you produce for LCC to promote or endorse political parties, campaigns or slogans.

You will be expected to consult with your CPW on a regular basis. Where you are unsure about something always ask your CPW.



Information Security

Information security is extremely important and protects all of us. As a creative practitioner leading workshops you may handle people’s personal and sensitive data when administering registers, photo permission forms and evaluations. You may also be party to personal or sensitive information shared digitally. Good information security practices protect you as well as the people you’re working with and LCC. 	Comment by Franne Wills: Would a CP have access to sensitive data? I'm sure you've had advice from the DP team on what's appropriate. I can see they may need have access to personal data - names and addresses - but do they need access to sensitive data if they are occasions where we need to collect this (criminal record, ethnic origin, religious belief). Did they say if we needed a data sharing agreement? 

In the UK, there are two data protection laws that we must follow. These are the General Data Protection Regulation (GDPR) and the Data Protection Act 2018.



You need to abide by our information security guidelines, please see Appendix E.





Equality, Diversity and Inclusion

Culture Leicestershire is committed to actively ensuring equality, diversity and inclusion across all our work and we expect all our contractors, volunteers and partners to uphold our high standards.  We are committed to the Equality Act 2010 and urge partners and contractors to familiarise themselves with it. https://www.gov.uk/guidance/equality-act-2010-guidance 

Those working with us must not discriminate directly or indirectly against anyone on the ground of any of the protected characteristics:

· being married or in a civil partnership

· sex

· being pregnant or on maternity leave

· disability 

· gender reassignment

· race including colour, nationality, ethnic or national origin

· religion or belief

· sexual orientation



Furthermore, we seek to actively promote the inclusion of minority and marginalised groups, as well as those with additional access needs in our venues, projects and activities.

If you need support in meeting the additional needs of any participants please speak to your CPW and we will do our best to provide necessary support.  This may include, but is not limited to, disabilities, conditions such as dyslexia, physical and mental illness and maternity. 

If you wish to have further training on any EDI matters please speak to your CPW.



Volunteering 

Volunteering is embedded in all our projects. We are committed to opening up volunteering to as many people as possible and value the time, commitment, expertise and experience volunteers bring to our projects and services. 

Volunteering can also give you more support with the project. We have volunteers who can support workshops in various capacities, support specific groups, offer expertise such as translation, cultural insight, research, creative skills and experience. 

We expect all our CPs to actively embrace volunteering and support and direct the work of volunteers at their workshops. 

If you think you would benefit from volunteer support please speak to your CPW at the earliest opportunity. 

All our volunteers receive initial training and have a designated volunteer manager. If you have any concerns or issues with volunteers please speak to your CPW or our Volunteering Manager, Pippa Vidal Davies. 



Working Together

The partnership agreement covers the roles and responsibilities for you and Culture Leicestershire. As well as workshops and artistic work you are expected to attend one-to-one meetings and working group meetings to plan and manage the project. 

The regular one-to-one meetings with the project lead are to plan, feedback and discuss any problems that may arise. Your CPW is there to support you and work through any problems. You are also free to contact them at anytime and they will respond in their working hours. 

Good communication is the key to a successful working relationship, therefore please raise any issues as soon as possible and keep us up to date with how things are going. It is important that all partners respond in a timely fashion to emails etc, three working days is generally considered a reasonable response time for non-urgent emails. 

Your CPW is your first point of contact for any problems, they should provide you with an alternative contact if they are going to be on leave. If you have a problem that cannot be resolved by the CPW please contact Amanda Hanton. 

Your personal goals are important to us and we want to help you achieve them, you may want to share them in the format below. Please let your CPW know at the start of the project about any personal development ambitions you have that this project can support. 

Equity of opportunity for engagement is core to our work. We are committed to providing active support to promote equal opportunities in line with the Equalities Act 2010. If you have any additional access/wellbeing needs please let us know and we will do our best to provide necessary support.  This may include, but is not limited to, disabilities, conditions such as dyslexia, physical and mental illness and maternity.

At the end of the project there will be an opportunity for mutual feedback. This is an opportunity to recognise success, identify what we can learn from and discuss the overall project and working relationship. 



Checklist

· Building induction/pass

· Partnership agreement signed

· Terms and Conditions document signed

· Insurance documents provided to Culture Leicestershire

· Risk assessments provided to Culture Leicestershire

· Supplier set up completed

· PO number received

· Invoice sent

· Dates of one-to-ones agreed

· Dates of workshops agreed



My goals for this project: 







My wider ambitions and how this project can support them:







Questions for CPW
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Harborough at Work	New to engaging in cocuration	Improved wellbeing	Developed new skills and experiences 	Makes heritage more relevant to me	0	0	0	0	NPO Target	New to engaging in cocuration	Improved wellbeing	Developed new skills and experiences 	Makes heritage more relevant to me	60	80	60	60	Column1	New to engaging in cocuration	Improved wellbeing	Developed new skills and experiences 	Makes heritage more relevant to me	

Percentage of participants 
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H Leicestershire
County Council

EUENTFEEFEHENEEND.|‘I|||J|‘||||J|J||||||‘

EVENT DESCRIPTION | |

Permission to use photographsfimages/sound recording/film footage - Please fill in A or B as appropriate

T b filled in il
p.!hﬂ:bﬂgﬂmpl_';fﬂ | | tfull nama) give parmission: |

yoursel

Tos b filled in if | | full narm) |
phategraphy

recording is of a "

child under 16 | As parent/guardian of (full name) give permission; |

This form grants permission for photographs or other image/voice recording products (DVDs,
videos, sound recordings etc) to be used by the county council, the county council’s partners,
schools and the media, in any publications, promotional material, on websites or on social media.

Email Address | |

Signature I | Date | |

To be in
SRR |14 |
group activities confirm that i announced that a photograph/recording was being taken and gave thage atbending the option to leave the roomfarea

This form collects Imformation about vou and may be used for markeling perpases, |t will not b= disdosed o any
arganisalion not associated with Laicestarshir County Courcil axcapl whene law mouins us to releess that infomation, WOET1 Juky 2001

By filling in this form, you're agreeing to your name, contact details and any photographs, sound
recordings and video assocliated with this form, being held by Leicestershire County Council for
four years from the date the form was filled in. Your personal details will be accessible only to the
Participation Team, any photographs or video/voice recording products will be accessible as
mentioned above,

Your name and email address will be stored solely for the purpose of contacting you about this
event/project and/or any images/sound recordings/video recordings associated with this form,
and will be held electronically in line with the GDPR and Data Protection Act 2018.

Should you wish to contact the County Council regarding this permission statement please contact:
rebecca.fisher@leics.gov.uk
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M Leicestershire
County Council

Contents

P U D O S i et e e e eaa s
S o7 0] o 1T PR RTR PP
Acceptable Use of SOCial MeIa.........oouuuuiiiiiii e e e e e aeananes

For the purposes of this guidance, social media is any online platform or app that allows
parties to communicate instantly with each other or to share data in a public forum. This
includes social forums such as Twitter, Facebook and LinkedIn. Social media also covers
blogs and video and image-sharing websites such as YouTube.

This guidance should be used in conjunction with the Council's Information Security and
Acceptable Use Policy.

The purpose of this guidance is to provide advice about the standards expected when
using social media sites for both personal and work-related use.

It is not intended to prevent employees from using these sites, but to raise awareness of
the types of behaviour which could; undermine the integrity of employees, bring the
Council into disrepute or compromise professional relationships with colleagues or service
users.

Back to Contents

The guidance applies to all County Council employees, apprentices, casual and agency
workers. It also applies to volunteers and others who work, whether paid or unpaid for and
on of behalf of Leicestershire County Council. The guidance does not apply to those
employed by schools and colleges with delegated budgets.

This guidance applies to the personal use of social media sites. It does not apply to the
use of social media sites for work purposes which is covered separately by the Information
Security and Acceptable Use Policy.

Back to Contents

The Council respects all employees’ right to a private life and freedom of expression.
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Employees should be mindful however that inappropriate content or behaviour on social
media could undermine their own and the Council’s reputation and bring the council into
disrepute. Should this occur employees may face formal action (for further information on
the type of action which may be taken, please refer to the Information Security and
Acceptable Use Policy).

Content published on social media sites cannot be considered private, even if it is shared
in a forum with restricted access (such as on someone’s Facebook wall or within a private
Facebook group).

Social media is designed to make sharing of information as easy as possible and an
employee’s content may be circulated to a wider audience without their knowledge or
consent; bringing it to the attention of Council colleagues, managers, Councillors and
customers.

Examples of inappropriate content or behaviour include (but are not limited to) the below;
0 Presenting personal views as being that of the council.

o Staff identifying themselves as LCC employees when joining or associating
with groups whose views or behaviours could be deemed inappropriate e.g.
offensive, illegal, discriminatory or abusive,

o Criticising or arguing with customers, service users, pupils, colleagues or
representatives from partner organisations.

o0 Making disparaging/defamatory remarks about the Council, its staff,
customers, service users, ex-service users, service users’ relatives, Council
suppliers, pupils and partner organisations.

o Posting images/content or links to images/content that could be deemed
inappropriate e.g. offensive, illegal, discriminatory or abusive.

o Posting content which identifies the employee as being involved in behaviour
which undermines the public’s trust in the employee’s ability to undertake
their role in a professional or competent manner.

o0 Revealing commercially sensitive information such as; trade secrets, method
statements, detailed breakdown of pricing etc.

0 Publishing or discussing confidential information about an individual
(including; colleagues, service users, ex-service users, customers, pupils) or
partner organisations.

o Discussing the Council’s internal workings such as future plans that have not
been communicated to the public.

0 Using someone else's images or written content without permission and/or
failing to acknowledge where permission has been given to reproduce
something.

0 Anything which could be considered; discriminatory against, bullying or
harassment of, any individual including;
2
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= Making offensive or derogatory comments relating to; age, disability,
gender reassignment, race (including nationality), religion or belief,
sex and sexual orientation.

= Posting images that are discriminatory or offensive (or links to such
content)

In addition to the above, employees should never develop a social media relationship with
service users or pupils or their family members/carers if it has arisen as a direct result of
their working relationship. Employees must not request or accept service users or
associated people as friends/contacts.

In a situation whereby, an individual who is a friend or relative of an employee beforehand,
becomes a service user with whom they have contact/potentially have contact with,
employees should seek guidance from their manager.

Employees must not endorse or criticise service providers used by the Council either via
personal or work social media accounts. Equally any online relationship with service
providers must not create a conflict of interest particularly when employees have
procurement or commissioning responsibilities. Please refer to the Policy on the
Declaration of Personal Interests for further information regarding how to identify and
manage personal interests or relationships which could be perceived as a conflict of
interest.

Employees are encouraged to speak to their manager if they require further advice
regarding the types of behaviour or content on social media which could be deemed
unacceptable.

Employees are also advised to report to their manager in the first instance, any
inappropriate content or behaviour on social media which could undermine other
employees and the Council’s reputation.

All employees are required to adhere to the standards outlined in the Information Security
and Acceptable Use Policy and this guidance. Employees should note that any breaches
of this policy may lead to disciplinary action. Serious breaches of this policy, for example
incidents of bullying of colleagues or social media activity that might cause serious
damage to the authority, may constitute gross misconduct and lead to summary dismissal.

Back to Contents

Document Control:

Version Number Agreed At Date Agreed Review Date

2021-1 CNCC 27/05/2021 27/05/2024
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			Activities Covered by this Assessment


			


			Reference: 


			





			Site Address / Location


			


			Department / Service / Team


			





			Note: A person specific assessment must be carried out for young persons, disabled staff and new and expectant mothers conducting this activity








			Hazard



(Something with a potential to cause harm)





			Who might be Harmed & How?


			Existing Controls



(Consider Hierarchy of Control)


			Initial Risk Rating



(S x L)


			Further Controls Required



(Consider Hierarchy of Control)


			Final Risk Rating



(S x L)


			Action Required





			


			


			


			Severity


			Likelihood


			Risk Rating


			


			Severity


			Likelihood


			Risk Rating


			Who



(Initial)


			Date By:



(--/--/--)


			Done?





			


			


			


			


			


			


			


			


			


			


			


			


			





			


			


			


			


			


			


			


			


			


			


			


			


			





			


			


			


			


			


			


			


			


			


			


			


			


			








To add more rows to the risk assessment, place the cursor within the last row right click and select insert row below. 





			During this activity, what could go wrong resulting in an emergency situation?


			





			How could this emergency situation be prevented / controlled?





			





			Who should respond to a potential emergency situation and how? Have staff been trained to respond to this emergency situation?




			





			Could any non – routine changes affect the safety arrangements in place for this activity? (E.g. weather, people, equipment etc.) What can be done?


			








			Risk Assessor (s) Name(s):


			


			Risk Assessor(s) Signature (S):


			





			


			


			


			





			


			


			


			





			


			


			


			





			Authorised By:


			


			Authoriser Signature:


			





			Date Conducted:


			


			Date Review Due


			Date of Review


			Initial





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			





			


			


			


			


			








			Potential Severity 



of  Harm


			High



Death, paralysis, long term serious ill health.


			Medium


			High


			High





			


			Medium



An injury requiring further medical assistance or is a RIDDOR incident.


			Low


			Medium


			High





			


			Low



Minor injuries not resulting in any first aid or absence from work.


			Low


			Low


			Medium





			


			


			Low


The event is unlikely to happen.


			Medium



It is fairly likely to happen.


			High



It is likely to happen.





			


			


			Likelihood of Harm Occurring








			Risk Rating Definitions





			Low


			This is an acceptable level of risk. No further controls are required as the risk rating cannot be reduced any further. However, it is advised that continual monitoring occurs in order to ensure that no changes / deviation of control measures occur.





			Medium


			It is advised that further controls are implemented to reduce the risk rating to as low a level as possible. If the risk cannot be reduced to lower than a medium, then on site monitoring should occur to ensure that all stipulated controls are being adhered to.





			High


			This is an unacceptable risk rating. Urgent interim controls should be implemented to reduce the risk so far as is reasonably practicable. If the risk rating cannot be reduced to lower than a High, then a documented safe system of work should be implemented to control the activity. It may be necessary to seek further professional advice. Serious considerations should be given to the validity of carrying out the activity at all. Regular monitoring of the activity should occur.
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Leicestershire
County Council

Date: 03 October 2022
My Ref:
Your Ref:

Contact: Mr. J R Colford
Phone: 0116 305 6516
Fax: 0116 305 7833

Email: james.colford@leics.gov.uk

To whom it may concern,
LEICESTERSHIRE COUNTY COUNCIL - INSURANCES

Employers’ Liability, Public Liability and Officials Indemnity risks are covered with QBE
Insurance (Europe) Ltd and others.

The policy number is Y100201QBEO122A and will next renew on 1 October 2023. The
limit of indemnity is £50 million in respect of Public Liability, £50 million in respect of
Employers’ Liability and £10 million in respect of Officials Indemnity.

The policy extends to include activities of the Council anywhere in the UK.

It is not the Council’s policy to provide copies of the insurance document because of its
size and complexity. | trust therefore that this letter will be satisfactory for your purposes.

In the event of a claim, the letter of claim should be directed to the Insurance Section,
Financial Services in the Corporate Resources Department here at Leicestershire County
Council.

Yours faithfully,

et

James Colford
Senior Insurance Officer

Corporate Resources

Leicestershire County Council, County Hall, Glenfield, Leicestershire LE3 8RB
Email: resources@leics.gov.uk

Chris Tambini, Director of Corporate Resources

www.leics.gov.uk
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Data protection and information security training


In the UK, there are two data protection laws that we must follow. These are the General Data Protection Regulation (GDPR) and the Data Protection Act 2018.


What do you need to know?



· The GDPR applies to ‘personal data’, which means any information that can be used to identify someone.  This can include a name, a photo or an email address.



· Some personal data is seen as sensitive and needs more protection. This can include information about an individual’s ethnicity, religion, political views, sexuality, health and disability.



· You must have a good reason for collecting and keeping the information and you must not collect it if you are not going to use it. Never collect information just in case. Staff will give you guidelines on this.



· We have to keep a record of all of the information held by the Council. This record shows us who we are sharing information with and how long we must keep this information for. 



· We must tell our customers what we are doing with their information and how we are keeping it safe. This is done through a Fair Processing Notice and these are published on our website: https://www.leicestershire.gov.uk/data-protection. There are links to this on the evaluations we send out, if you want to know more speak to your CPW.



· People have more rights (as ‘data subjects’) than they did in the past. 



What should I do?



If your role involves having access to personal data on behalf of Leicestershire County Council it is your responsibility to ensure that information is looked after correctly. Incorrect use of information can have serious consequences for the council, its employees, contractors and the public. It can lead to fines, damaged reputation, loss of trust from our customers, disciplinary action for employees, referral to police for contractors and can in some cases, place our service users at risk of harm or distress. 



People expect that we will look after their personal information. No matter where you are working, when dealing with personal and sensitive information, you should:



· Only use personal information if there is a clear reason to do so



· Be aware of who is around you when you discuss customer’s personal information



· Ensure access to buildings or equipment is not given to anyone outside of the council



· Use lockable cupboards and bags to store sensitive personal information.  



· Dispose of any personal information in a shredder or bring into the council to be disposed of in the confidential waste bins



Don’t:



· Use information for any reason other than what it was collected for



· Discuss a customer’s personal information with anyone who isn’t entitled to it 



· Repeat personal or sensitive information that you may accidentally overhear



· Leave personal information unattended 



· Dispose of personal information in a general waste paper bin



Remember that we all have a responsibility to keep the council and customers information safe. You should always treat your information like a wallet containing a large sum of money. You would do everything possible to make sure it was kept safe, so you should always take the same care with council and customers information.



Everyone also has a duty to report anything that is, or could lead to, an information security incident as soon as possible. This is where information that could cause potential harm and distress to people, or damage to the council, has been:



· Lost or stolen



· Inappropriately accessed



· Changed or released



· Disposed of incorrectly



If you do become aware of an information security incident or a data breach, get in touch with your project leader who will report it to the Information Governance Team immediately. Under GDPR we have to report most incidents/breaches within 72 hours of finding out, therefore, the Information Governance Team needs to know about incidents as soon as possible.



Further Information



If you have a query about the new laws or require any further information, please speak to you manager/supervisor in the first instance. More information about GDPR and LCC’s Data Protection Policy is available on the Council’s website: https://www.leicestershire.gov.uk/data-protection


If you or your manager/supervisor needs any additional help, you can contact the Information Governance Team by emailing informationgovernance@leics.gov.uk
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		Activities Covered by this Assessment

		

		Reference: 

		



		Site Address / Location

		

		Department / Service / Team

		



		Note: A person specific assessment must be carried out for young persons, disabled staff and new and expectant mothers conducting this activity





		Hazard


(Something with a potential to cause harm)



		Who might be Harmed & How?

		Existing Controls


(Consider Hierarchy of Control)

		Initial Risk Rating


(S x L)

		Further Controls Required


(Consider Hierarchy of Control)

		Final Risk Rating


(S x L)

		Action Required



		

		

		

		Severity

		Likelihood

		Risk Rating

		

		Severity

		Likelihood

		Risk Rating

		Who


(Initial)

		Date By:


(--/--/--)

		Done?



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		

		

		

		





To add more rows to the risk assessment, place the cursor within the last row right click and select insert row below. 




		During this activity, what could go wrong resulting in an emergency situation?

		



		How could this emergency situation be prevented / controlled?




		



		Who should respond to a potential emergency situation and how? Have staff been trained to respond to this emergency situation?



		



		Could any non – routine changes affect the safety arrangements in place for this activity? (E.g. weather, people, equipment etc.) What can be done?

		





		Risk Assessor (s) Name(s):

		

		Risk Assessor(s) Signature (S):

		



		

		

		

		



		

		

		

		



		

		

		

		



		Authorised By:

		

		Authoriser Signature:

		



		Date Conducted:

		

		Date Review Due

		Date of Review

		Initial



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		





		Potential Severity 


of  Harm

		High


Death, paralysis, long term serious ill health.

		Medium

		High

		High



		

		Medium


An injury requiring further medical assistance or is a RIDDOR incident.

		Low

		Medium

		High



		

		Low


Minor injuries not resulting in any first aid or absence from work.

		Low

		Low

		Medium



		

		

		Low

The event is unlikely to happen.

		Medium


It is fairly likely to happen.

		High


It is likely to happen.



		

		

		Likelihood of Harm Occurring





		Risk Rating Definitions



		Low

		This is an acceptable level of risk. No further controls are required as the risk rating cannot be reduced any further. However, it is advised that continual monitoring occurs in order to ensure that no changes / deviation of control measures occur.



		Medium

		It is advised that further controls are implemented to reduce the risk rating to as low a level as possible. If the risk cannot be reduced to lower than a medium, then on site monitoring should occur to ensure that all stipulated controls are being adhered to.



		High

		This is an unacceptable risk rating. Urgent interim controls should be implemented to reduce the risk so far as is reasonably practicable. If the risk rating cannot be reduced to lower than a High, then a documented safe system of work should be implemented to control the activity. It may be necessary to seek further professional advice. Serious considerations should be given to the validity of carrying out the activity at all. Regular monitoring of the activity should occur.
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Hazard Identification Matrix 

This hazard identification matrix is to assist you with identifying the hazards when risk assessing an activity, a piece of equipment or an individual (i.e. new and expectant mother, young person etc.). 

Step 1 – identify what you are risk assessing (the activity/equipment/individual) and record it under column 1 (and so on if risk assessing more than one activity)


Step 2 – work your way down the list, ticking the associated hazards.


Step 3 – transfer the list of identified hazards onto the LCC Risk Assessment Template to begin the risk assessment process.





		Hazards

		E.g. New and Expectant Mother in Office Environment

		

		



		Slips, trips and falls

		(

		

		



		Work at height

		(

		

		



		Falling items/objects

		

		

		



		Manual handling

		(

		

		



		Contact with equipment

		

		

		



		Display screen equipment

		(

		

		



		Contact with vehicles

		

		

		



		Fire/explosion

		(

		

		



		Vibration

		

		

		



		Noise

		

		

		



		Inadequate space to work

		

		

		



		Repetitive strain injury

		

		

		



		Inhalation of hazardous substances (inc; dust)

		

		

		



		Absorption of hazardous substances

		

		

		



		Ingestion of hazardous substances

		

		

		



		Injection of hazardous substances

		

		

		



		Exposure to asbestos

		

		

		



		Exposure to pesticides

		

		

		



		Exposure to lead

		

		

		



		Exposure to allergens

		

		

		



		Legionella

		

		

		



		Leptospirosis/Weil’s disease

		

		

		



		Hepatitis B & C

		

		

		



		Contact with blood

		

		

		



		Contact with sharps/needlesticks

		

		

		



		Exposure to vomit

		

		

		



		Exposure to foodborne pathogens such as Hepatitis A & Escherichia

		

		

		



		Contact with harmful plants 

		

		

		



		Hot weather working 

		

		

		



		Cold weather working

		

		

		



		High winds/rain

		

		

		



		Inadequate lighting

		

		

		



		Inadequate ventilation

		

		

		



		Bullying/intimidation

		

		

		



		Violence/aggression

		

		

		



		Fatigue

		(

		

		



		Workplace demands/stress

		(

		

		



		Major incident trauma

		

		

		



		Emotional engagement with service users

		

		

		



		Lone working

		(

		

		



		Home working

		

		

		



		Occupational road risk

		

		

		



		Control of contractors

		

		

		



		Mechanical (entanglement, entrapment, crush)

		

		

		



		Electrical

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		







Column 2







Column 1







Chemical







Column 3







Biological







Physical







Other







Psychosocial







Physiological 
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