
WOKINGHAM LIONS CLUB  
MAY FAYRE 

 
 
 

Hi All        January 2012 
 
The Wokingham Borough Council have asked for the following items to be 
brought to all stallholder’s attention 
 
1 Food Safety Management Assessment 
 
Wokingham Borough Council have asked for all Stallholders handling food to 
prepare a written “Food Safety Management Assessment ” and to have it 
available for inspection/verification on the day. 
  
Trade food stallholders should already have documentation that suffices but 
other stallholders may not. We suggest for most stallholders filling in the 
attached form should suffice to meet the council’s needs. 
 
We are required to provide the council with details of all stalls dispensing food 
of all types and their locations. It is possible you may be contacted in advance 
of the day and/or inspected on the day by a representative of Wokingham 
Borough Council Food Safety Department. 
 
2 General Health and Safety 
 
Stallholders are responsible for ensuring Health and Safety  as well as Food 
Hygiene requirements are met. A sample risk assessment  form is attached 
to this letter to assist you. You may also wish to consider a Method 
Statement  detailing the operational requirements, and if necessary their 
timings for your day, particularly if your stall involves a number of different 
people manning it during the day and/or involves mechanical/electrical 
activities, or is related to an activity where there is a risk of injury to members 
of the public. 
 
3 Electric cabling/plugs 
 
Stallholders must also ensure that external plugs  must be used when 
attaching to generators etc and to ensure they are protected from the wet and 
are safe to use in wet conditions.. 
 
Yours faithfully 

Debbie Slay 
 

   
May Fayre Stalls Organiser 
Wokingham Lions Club 



debbie.slay@ntlworld.com   
.    

 
A Risk Assessment proforma  
 
Stallholders, on the day, are responsible for ensuring that 
measures are taken to minimise the risks of damage to persons or 
property about the site. Each stallholder should do a short risk  
assessment  before the event to identify what risks might occur 
and what they are doing to minimise them. 
 
The items below form the basis of a generic risk assessment  and 
should be tailored to meet the needs of your particular stall, 
location and layout. 
 
Most items are good common sense. 
 
What risks/actions might exist with my stall 
 

1. Setting up 
Access the areas of the May Fayre by motorised vehicle only when 
permitted to by the Marshals 

a. Progress to pitch – avoiding pedestrians and objects 
i. Bring your location letter and map with you 
ii.  Drive on site with lights on 
iii.  Drive on site with hazard flashers on 
iv. Obey instructions given by marshals 
v. Drive on site at a walking pace 

vi. Ensure you have good visibility around you 
b. Setting up gazebo or similar – avoiding damage 

i. Ensure any electrical items are handled carefully and 
wiring is suitable for outside use 

ii.  Erect gazebo in marked space -  ensuring pedestrian 
access is maintained and that roadways have a 4metre 
clearance zone for emergency vehicle access 

iii.  Remove vehicles from site ASAP when setting up so 
as to avoid congestion and its associated risks 

iv. Ensure equipment etc including cabling is placed in a 
safe position and does not present a tripping risk. 
Cabling, when laid across areas to be used by the 
public, must be covered to avoid causing accidents or 
any other danger to the public. 



v. Due to the nature of our event – we use roads and 
pavements, the site is not flat and/or even. To avoid 
sloping tables it is worth brings some wood pieces 
with you so you can balance up either your table or 
gazebo or both as appropriate 

vi. Ensure gazebo is weighted/tied down to avoid wind 
damage and injuries to members of the public. 

vii.  Ensure any tables used are robust 
viii.  Ensure no tripping hazards are created 
ix. Any other items specific to your stall 

 
2. During the day – avoiding damage/injury, periodically 

a. Review pitch to ensure trip hazards are not present 
b. Review tables to ensure continuing soundness 
c. Review gazebo structure and weighting if it is a windy day 
d. Always keep hot items away from public and gazebo sides 
e. Any other items specific to your stall 

 
3. After the event – avoiding damage/injury 

Access the areas of the May Fayre by motorised vehicle only when 
permitted to by the Marshals 

a. Do not start packing up until the due time  
b. Drive on site with lights on 
c. Drive on site with hazard flashers on 
d. Obey instructions given by marshals 
e. Drive on site at a walking pace 
f. Ensure you have good visibility around you 
g. Park respecting the need for access by others 
h. Ensure no trip hazards are created during pitch clearance 
i. Beware of other stallholders to avoid damage 
j. Any other items specific to your site 

 
 

Please add items to this as you think of them and ensure we all have 
an incident free day.  
 
This list is not comprehensive but is a guide to the issues 
stallholders must be aware of when attending any event. 

 



Food Safety Management – an Assessment Form 
 
The environmental officer is looking for stallholders to have an understanding 
of the potential hazards of preparing and serving food and to ensure they will 
manage the process safely. 
 
Q1 Is any food to be sold or given away on the stall 
A Yes/No – if no proceed to end 
Q2 How will the stallholder ensure sell by dates are not passed 
 
A ________________________________________________ 
Q3 If food is being cooked onsite, how will the raw food be 
stored/transported (i.e. cool box etc) 
 
A ________________________________________________ 
Q3 How is the stallholder protecting food from contamination 
(I.e. gloves, raw/cooked separation, hand washing, chopping boards) 
 
A _________________________________________________ 
 
 __________________________________________________ 
Q4 How will you keep food cold that needs to be kept cold? 
(Cool boxes etc or state not applicable) 
 
A _____________________________________________ 
 
 _____________________________________________ 
Q5 How will you keep food hot that needs to be hot? 
(Cooking mechanism or state not applicable) 
 
A _____________________________________________ 
 
 ______________________________________________ 
Q6 How will the handling of money and food be kept separated 
 
A ______________________________________________ 
 
 _______________________________________________ 
Q7 how will hands handling food directly be kept clean 
 
A _____________________________________________________ 
 
 _____________________________________________________ 



Some suggestions re the above questions 
 
 
Personal Hygiene  
Hot water and soap used to wash hands and paper towels 
provided to ensure hands correctly dried.  
Alcohol based hand sanitizer to be used by all prior to touching 
food.   
Long hair to be tied back.   
Whites to be worn by cooks.  
A hand cleaning gel should also be available on sites selling food 
 
Equipment  
Hot soapy water used to ensure all equipment is washed 
thoroughly prior and after every use 
 
Using Knives 
Cooks aware of correct knife use and will carry out cleaning of 
knives.   
No-one under the age of 16 allowed to use sharp knives 
 
Cooking 
Public to be kept at a safe distance from cooking area 
Food cooked to correct temperatures and checked prior to eating 
 
 
Some extracts from a useful document produced by the Food 
Standards Agency – Safer Food, Better Business – which is 
available from Ann Liell, Senior Food Safety Officer, 
Wokingham Borough Council and whose email address is 
ann.liell@wokingham.gov.uk , follow this for fuller guidance. 
 

Finally – be aware of the contents of any food you make/seal 
to ensure if asked about allergic effects, you are able to 
answer appropriately 
 











 


