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INTRODUCTION TO 
THIS GUIDE
As a Diabetes UK group, your meetings and events 
provide much needed support and information to people 
living with diabetes and their families. 

The safety and welfare of everyone involved with your 
group is very important. Therefore, all groups need to 
follow certain rules that are set out in UK Law or the policy 
requirements of Diabetes UK to ensure we are all SAFE.

Safe Activities For Everyone
It is essential that your Group Committee or the Lead 
Volunteer understands and acts where it is required by law, 
and by the policies of Diabetes UK. This is to ensure that 
we all have confidence in keeping safe and legal.

This simple guide should give you all the information 
that you need to keep your events and meetings safe 
and legal, but remember to contact your local Volunteer 
Development Team if you have any questions. 

HEALTH, SAFETY  
AND WELFARE
We all manage risk every day and mostly we do it without 
thinking about it. For example when crossing a road, you 
may look for the quickest route. However, your decision 
may be different if you are with a four-year-old child and 
decide to look for a pedestrian crossing. In making this 
decision you are thinking about the risk involved in an 
activity and deciding what action to take to reduce the risk.

Thinking about hazards, risk and recording your findings 
is called a Risk Assessment. At Diabetes UK we refer to 
this as SAFE Assessment to remind us that we are always 
working to ensure our meetings and events are all SAFE.

Carrying out a SAFE Assessment involves 5 Steps:

1 Identify the hazard Look at what could 
cause harm

2 Assess the level of risk 
involved

Who might be 
harmed? How might 
this happen? If we did 
nothing how serious 
would an injury be?

3 Decide on the controls 
needed

What do we do 
already?  What else 
do we need to do to 
control or avoid the 
hazard?

4 Record your findings 
and implement them

Write down what you 
have thought about 
and what you are going 
to do.

5 Review your SAFE 
Assessment

The level of risk can 
change, so update the 
SAFE Assessment as 
and when required
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ASSESSING RISK 
It is essential that you think about the risks involved in any 
activities that you are planning.

This doesn’t have to be complicated, but you do need  
to write it down to make sure that volunteers and the 
public are protected and to make sure that our insurances 
cover you.

WHY IS IT IMPORTANT?
Carrying out a SAFE Assessment is important for  
two reasons:

1.  It reduces the chances of someone being harmed at a 
meeting, event or activity you have organised.

2.  It helps to make sure that you are covered by Diabetes 
UK’s Public Liability Insurance 

Deciding on the risk level can be difficult. There is nothing 
in law to say what an acceptable level of risk is and this 
means that you, with our support, have to decide whether 
a risk is acceptable. The Volunteer Development Team are 
here to support and help you, and they will agree and sign 
off the assessment when you have completed it. 

To do this you need to show that you took the obvious 
hazards into account when planning an activity and  
then took reasonable steps to reduce the risk to an 
acceptable level. 

The following process should help you think about risk in 
a consistent and straight forward way. To do this we have 
created a simple framework to guide your thinking around 
the type of things you need to consider when making an 
assessment of risk. This will give us PEACE of mind, so we 
consider the risk in key areas.
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People  Environment  Activities  Checks  Equipment

People

Who is taking part? What are the ages of the people 
involved? Does anyone need any additional assistance 
with access to the event?

Environment 

Where is the event taking place?  Have the necessary 
checks been carried out?  Does the location need any 
specialist safety equipment? Is there poor lighting in  
the area?

Activities

What is the planned activity? Are there trained instructors 
to supervise the activity if necessary? Could there be any 
reasons why the planned activity cannot go ahead? 

Checks

Have all the necessary safety checks been carried out? 
Do any further checks need to be undertaken before the 
activity/event commences?

Equipment

Has any equipment been safety checked and tested? 
Are staff/volunteers fully trained in the correct use of any 
equipment involved? Do any further checks or training 
need to be carried out?

This is the SAFE assessment template that you will  
need to complete:

SAFE Assessment

Areas to keep 
SAFE

What are the 
hazards and 
what harm might 
be caused?

How do we 
control them 
now?

What further 
actions are 
needed? 

Action for who 
and by when?

People

Environment

Activities

Checks

Equipment
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WHEN TO COMPLETE  
A SAFE ASSESSMENT
When you are planning an activity or event, the first thing 
that you need to do is complete an Activity & Event 
Check List [Please see Appendix 1].

This will help you to plan and run the activity, and consider 
‘How will I make sure it is SAFE?’ This can be achieved 
through completing a SAFE Assessment. 

It’s impossible to list every situation where a SAFE 
Assessment is required as different groups organise 
different sorts of activities. As a rule, you should definitely 
carry out a SAFE Assessment where an activity or event:

• is open to the public or takes place in a public place 
• involves significant physical exertion
• involves lifting, pushing or pulling (manual handling)
• involves collecting or handling money
• involves working with children or vulnerable adults.

This is not an exhaustive list and there may be other types 
of activities we need to take into account. Your local 
Volunteer Development Team will be able to advise you 
when a SAFE assessment is needed for events  
and activities. 

Please note, for groups who have their regular meetings 
in the same place, you need to complete one SAFE 
assessment and review it annually. If something changes 
in the meantime such as the venue or time of day, you will 
need to review it.

Remember, you only have to think of hazards that you can 
reasonably expect to be present at your event. 

[In Appendix 2 you will find a sample SAFE Assessment. 
You can use this as a guide and amend it for any of your 
planned activities]. 

EVENTS INVOLVING 
CHILDREN
You will need to take extra precautions if you are planning 
an activity that will be attended by children without their 
parents or carers, or an activity where children will be 
separated from their parents. For example, having a play 
area for children whilst parents are taking part in a  
separate activity.

If you are planning an event that involves children, you 
will need to refer to and complete a Safe Events for 
Children Pack instead. Please contact your local 
Volunteer Development Team who will advise you on 
safeguarding and agree whether your activity can  
go ahead.  

ACCIDENTS  
AND DANGEROUS 
INCIDENTS 
It is very important that any accidents that occur at your 
event or activity are recorded and reported.  You must 
also report any dangerous incidents where it is clear that 
someone could have been hurt.  There are two main 
reasons for reporting these.

1.  Diabetes UK is legally required to keep a record of 
accidents and dangerous incidents that happen at 
our events. This is so we can learn lessons and help to 
prevent accidents from happening again.This includes 
any accidents or incidents that happen in  
group meetings.

2.  Diabetes UK’s insurers require that we tell them if 
any accidents happen. Understanding the types of 
accidents that happen allows our insurers to make 
sure that all of your activities are covered by our Public 
Liability Insurance.

If you do not inform us of your event before it takes place, 
you may not have the correct level of insurance cover or 
may not be covered by our insurance.
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Examples of accidents and incidents that you 
must report include anything where:

•  one of your members was injured at one of your 
activities and required first aid or basic medical 
attention.  This includes injuries caused by accidents 
such as tripping, lifting or being hit by an object

•  a member at one of your activities required first aid 
or medical help due to illness, for example fainting or 
complications due to diabetes

•  a member of the public was injured at one of  
your activities

•  a member of the public was injured by equipment 
or property belonging to your group, even if this is at 
someone else’s event.

•  something happened where someone could have 
been hurt but wasn’t. This is called a near miss.  For 
example, if a table you were using at an awareness 
event collapsed, but no-one was hurt, you would need 
to report this

•  a dangerous situation that was avoided by quick 
reactions.  For example, if someone was about to sit on 
a seat and you noticed it had a broken leg and stopped 
the person from sitting, this would need to be reported

This is not an exhaustive list so please talk to your local 
Volunteer Development Team if you have any questions.

When any accident or near miss happens you  
must always RECORD IT on an accident reporting form,  
REPORT IT to your Volunteer Development Team, and 
REVIEW IT using your SAFE Assessment. This will help 
you to prevent it from happening again in the future.  You 
should also update the SAFE Assessment for any similar 
events. This shows that we are reviewing our activities to 
demonstrate that we are keeping safe and legal.

VOLUNTEERING ALONE 
AND KEEPING SAFE
Lone workers are those who work by themselves without 
close or direct supervision. As a volunteer, you could find 
yourself volunteering alone at some point. 

When volunteering alone there is no one there to help you 
if you have an accident or suffer a sudden illness. You need 
to be able to recognise and avoid any potential dangers. 
You also need to know how you can get help. This is why 
we ask for SAFE assessments to be completed prior to 
planned events and activities.

No volunteer should be in a situation where they feel at risk 
and this is why we ask you to contact your local Volunteer 
Development Team if you need any guidance or if you have 
any concerns when planning your activities. 

For more information, please refer to Diabetes UK’s 
Volunteering Alone and Keeping Safe Policy available 
on the local groups portal or from your local Volunteer 
Development Team.
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THE SIMPLE PROCESS 
TO FOLLOW  
Planning activities and events:

THE SIMPLE PROCESS 
TO FOLLOW  
Accidents and incidents:

Remember if you need advice or support filling  
out any of the forms, please contact your local  
Volunteer Development Team or email  
Volunteering@diabetes.org.uk.

Step 1

The first step is to complete the Activity & Event 
Checklist in advance of your planned event and 
send to your local Volunteer Development Team as 
soon as possible. This is so they can offer you the 
necessary support when you are completing your 
SAFE assessment.

Step 1

For any accident or near miss, please RECORD 
IT on an accident reporting form.  [Remember your 
Activity & Event Checklist and SAFE Assessment 
will have the details of individuals responsible and 
procedures to follow, to deal with first aid and 
emergencies].

Step 2

Complete a SAFE Assessment following the 
guidance. Remember, if you have your regular 
meeting in the same place you will complete one 
SAFE Assessment and then review it annually. 

Step 2

When the event has finished REPORT IT by 
sending copies of your accident reporting forms to 
your local Volunteer Development Team.

Step 4

After your activity or event, think about how it went 
and whether there is any learning to take into account 
for the next one. Make a note of these so you can 
build it into your next SAFE assessment.

Step 3

Send a copy of your completed SAFE Assessment 
to your Local Volunteer Development Team four 
weeks before your event takes place so 
they have time to review and agree it. This allows 
enough time to support you in making any necessary 
changes to your planning if they are required. We will 
keep a copy but it is important that you keep a copy 
and take it to your event.

For planned activities and events, the SAFE 
Assessment serves as a check list that you can 
review on the day of the activity, before it is scheduled 
to start. This will help you to assess whether anything 
has changed and whether additional care or actions 
are needed before the activity starts.

Step 3

Spend some time with your fellow volunteers and 
helpers after the event and REVIEW IT. Think about 
how the accidents occurred. Is there any learning to 
take into account for your next activity or event? You 
may need to adjust your SAFE assessment to reduce 
the risk of this incident happening again.
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SUPPORT AND 
GUIDANCE FOR GROUP 
COMMITTEES AND 
LEAD VOLUNTEERS
Your local Volunteer Development Team will provide 
information and resources about health, safety and welfare 
matters as part of the induction in to your role and we will 
offer ongoing support and guidance when needed.

A member of the local office will also visit you once a year, 
and in partnership we can have a Keeping Safe and 
Legal Confidence Check. This will include checks for 
Data Protection and Safeguarding if that also applies to 
your group. This gives us all PEACE of mind that we are 
Keeping Safe and Legal so that you can continue to 
offer safe events and activities for people living  
with diabetes.
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ACTIVITY & EVENT  
CHECKLIST
When we have an activity or event we bring people 
together at a particular place, time and for a specific 
purpose. Please complete this checklist for all activities 
and events, irrespective of its size or duration. 

As you complete the checklist, you will be building a 
picture of the whole activity/event and it will support you to 
identify any hazards that need to be reflected in your  
SAFE Assessment.

 Name of Activity / Event :

 Volunteer Leader:

 Start Date: Finish Date: Total No. of Days:
 

 Start Time: Finish Time: 

 Describe the aims and objectives of the event. What is your event going to offer?

 What is the target age range and are there any specific details about the attendees? 
  For example, are there any mobility issues or communication needs? Include any maximum numbers, where 
applicable, according to the activity and venue or location.

 Describe the venue or location
  Is it indoor or outdoor? Is it public or private land? Is there adequate lighting? List the services available e.g. toilets, 
changing rooms. Specify whether there are any limits to numbers, whether there are any time restrictions, etc.  
If this is a managed venue, ask for a copy of their risk assessment and have sight of their 
Insurance Certificate.

APPENDIX 1
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 Please describe your planned activities in more detail.

 Accident and injury reporting
  Have you made arrangements for recording all accidents and injuries that occur and first aid given? Where will the 
accident forms be held during the event?

 Additional information and other important planning issues for this activity/event:

  
 Have you completed a SAFE Assessment for PEACE of Mind? 
 [People Environment Activities Checks Equipment]

 Date Completed:

  Please attach your SAFE Assessment to this form if applicable. You will need to send a copy of your SAFE 
assessment to your local Volunteer Development Team four weeks prior to your event taking place.

Checklist completed by:

 
Print Name:

 
Role:

 

Signed: 

 
Date: 

APPENDIX 1
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APPENDIX 2

Safe assessment – 
People Environment Activities Checks Equipment

Group Name: Diabetes UK Runners   Lead Volunteer:  A.Volunteer   Activity Description: Running Activities

  Areas  
to keep 
SAFE

 
 People

What are  
the hazards 
and what 
harm might be 
caused 

Medical 
conditions

Losing a 
runner 

How do we control 
the hazards now

Any appropriate medication to be carried 
on the run is the responsibility of the 
runner. The decision whether or not to run 
is left to the discretion of the individual but 
they run at their own risk.

Running groups to stick together, 
appointed leaders to encourage front 
runners to run back to collect stragglers. 
Remind runners to select a group 
consistent with their ability. Approximate 
pace of group to be made clear by leader 
before run commences.

What further 
actions are 
needed to  
keep SAFE

Re- affirm to 
runners they are 
responsible for 
managing their 
condition and 
take personal 
responsibility for 
any medication 
needed. This is not 
the responsibility 
of Diabetes UK.

Register of runners 
taken on the day 
and checked 
on the route to 
ensure the group 
is together.

Action  
for who  
by when
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APPENDIX 2

 Areas 
 to keep
 SAFE

 Environment

What are  
the hazards 
and what 
harm might be 
caused 

Uneven  
ground 

Stiles 

Overgrown 
vegetation/
brambles/
nettles 

Traffic 

Unexpected 
obstacles on 
pavement

How do we control 
the hazards now

Remind runners to wear appropriate 
footwear. Stick to well-known routes 
and public footpaths. Runners at front of 
group to warn following runners of very 
rutted, uneven ground by shouting.

Runners to take care when changing 
levels e.g. descending from curbs. Walk if 
conditions are particularly difficult.

Care to be taken when climbing stiles 
particularly in wet weather where they 
may be slippery. Badly maintained/broken 
stiles to be avoided if possible or climbed 
with care. 

Warn runners if route is expected to 
be particularly overgrown, give them 
an opportunity to opt out. If route is 
impassable take an alternative.

Runners to wear reflective clothing to be 
seen. It is the runners own responsibility 
to provide this. Stay on pavement as 
much as possible. If forced to run on the 
road stay to the right (facing traffic). When 
crossing road use pedestrian crossing if 
possible. Everybody to check for traffic, 
don’t just follow the crowd. Leader/lead 
runners to shout warning to following 
group if traffic approaches unexpectedly.

Leader/lead runners to advise the 
following group of any unexpected 
hazards which he/she may come across 
e.g. roadworks, cyclists, bollards, street 
furniture, broken slabs, wheel chairs, 
overhanging foliage, dog mess, road 
signs, holes and kerbs by shouting a  
clear warning.

What further 
actions are 
needed to  
keep SAFE

Pre-run briefing.
Review weather 
conditions on  
the day

Action  
for who  
by when
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APPENDIX 2

 Areas 
 to keep
 SAFE

 Activities

What are  
the hazards 
and what 
harm might be 
caused 

Animals 

Dogs 

Very hot 
weather 

Cold weather 
 

Running in  
the dark 

Accidents 
caused by 
bumping or 
jostling 

How do we control 
the hazards now

Observe animals before entering a field 
- if any aggressive behaviour observed 
choose alternative route.

Take care when running near dogs 
particularly when they are off leads and 
owners are not present. Slow to a walk if 
necessary. Avoid turning your back on the 
dog. Seek assistance from dog owner  
if appropriate. 

Advise runners to wear clothing 
appropriate to conditions. Take water, 
particularly on longer runs. Avoid running 
at midday, run early morning or evening. 
If conditions are extreme run to be 
postponed/cancelled at discretion of 
Group Leader. Remind runners to use 
high factor sun cream and have fluids

Members encouraged to warm up 
thoroughly in cold weather and wear 
clothing appropriate to the conditions. 
Care should be taken to avoid patches 
of ice. Runs will be cancelled by Group 
Leaders if conditions are considered 
dangerous.

Off road runs not to be undertaken in the 
dark. Leader will plan to get group back 
before light fades.

Runners must wear light or reflective 
clothing [provided by the runners]. 
Wherever possible stay on roads with 
street lighting.

Runners to run carefully and responsibly 
keeping a sensible distance between 
themselves and the runner ahead  
of them.

What further 
actions are 
needed to  
keep SAFE

Pre-run briefing.
Review conditions 
on the day and 
throughout  
the run.

Action  
for who  
by when
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APPENDIX 2

 Areas 
 to keep
 SAFE

 Checks

 Equipment

What are  
the hazards 
and what 
harm might be 
caused 

Medical 
emergency

Running 
route not 
appropriate 
- leading to 
accidents or 
runners being 
placed at risk

Losing a runner 
or accidents 
- runners 
not briefed 
or aware of 
routes and the 
running group 
rules that are 
there for safety

Accidents 
caused by 
inappropriate 
clothing – 
trainers, non-
visible clothing

Loss of 
contact 
between 
runners

How do we control 
the hazards now

Remind runners to take personal 
responsibility. All runners to be vigilant 
of other runners observing any distress. 
Group Leader to carry mobile and to call 
emergency services if required, ensuring 
access routes are clear for emergency 
services to reach the runners. 

Group Leader to check route and 
consider on the day in line with weather 
or any other observed environmental 
change.

Pre-run briefing by Group Leader and 
post-event briefing to take any learning for 
future runs

All runners to take responsibility for 
wearing appropriate clothing/footwear. 
Reporting and recording accidents to 
take place.

Meeting points determined in case 
runners get split up. Mobiles numbers 
exchanged [runners consenting with one 
another first].

What further 
actions are 
needed to  
keep SAFE

Pre-run briefing.
Review conditions 
throughout the 
run.

Pre-run briefing.

Action  
for who  
by when

  
 SAFE Assessment completed by: Diabetes UK Staff - reviewed and agreed by:

 
 Name Name

 Signed Signed
 

 Date Date
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