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Society Risk Assessment
Use this assessment for society events, activities, trips and other organised activities. The assessment should be specific to the activity being planned and reviewed if circumstances change.
1. Event/Activity Details
	Field
	Details
	Field
	Details

	Name of event / activity
	
	Date of event / activity
	

	Society Name
	
	Assessed by
	

	Purpose of event / activity
	
	Location/Venue
	

	Description of activity
	
	Expected number of students
	

	Start time
	
	Finish time
	

	Departure time (if applicable)
	
	Return time (if applicable)
	

	Student lead
	
	Committee members attending
	

	Transport provider (if applicable)
	
	Driver / coach details (if applicable)
	



2. Emergency and Contact Arrangements
	Contact / Arrangement
	Details

	Students’ Union Contact
	01902 322075

	Campus Security
	01902 322106

	Venue emergency contact
	

	Emergency assembly point
	

	First aid arrangements
	

	Person leading an emergency response
	

	How will organisers communicate during the event?
	







3. Think about what risk you need to consider for an event, including those in section 4. 
a. Venue / premises — slips, trips, stairs, lighting, furniture, capacity, exits and accessibility.
b. Fire / emergency — evacuation, fire alarms, emergency exits, assembly point and emergency access.
c. Activity-specific hazards — sport, dance, practical activities, cooking, equipment, performances or specialist activities.
d. Equipment — electrical equipment, cables, portable appliances, manual handling or damaged equipment.
e. Travel / transport — public transport, cars, coaches, late-night travel, unfamiliar locations or overseas travel.
f. People / behaviour — conflict, harassment, discrimination, bullying, violence, inappropriate behaviour or crowd behaviour.
g. Safeguarding / welfare — vulnerable participants, disclosures, supervision, inappropriate contact or welfare concerns.
h. Alcohol / substances — intoxication, pressure to drink, drink spiking concerns, drugs and safe return arrangements.
i. Health / medical — first aid, allergies, food safety, illness, medication and medical emergencies.
j. Mental health / wellbeing — distressing content, isolation, anxiety, crisis situations or emotionally challenging activities.
k. Accessibility / inclusion — physical access, communication, sensory needs, dietary requirements and reasonable adjustments.
l. Security — unauthorised access, theft, lost property, personal safety or people becoming separated.
m. Photography / digital — photography, filming, livestreaming, online harassment, privacy and consent.
n. Weather / environment — heat, cold, rain, storms, wind, poor visibility or outdoor conditions.
o. External organisations / suppliers — venues, speakers, coaches, performers, contractors and transport providers.
p. Financial / reputational — cash handling, fraud, inappropriate spending or reputational risks.
q. Other risks specific to this activity.















4. Risk Assessment Table
	What are the hazards?
	Who might be harmed and how?
	Initial assessment
Severity (S)
	Likelihood (L)
	Risk Factor (R = S x L)
	Control measures – what are you already doing?
	Residual risk
Severity (S)
	Likelihood (L)
	Risk Factor (R = S x L)
	Further actions required / who and when

	Trips and falls- Broken bones,
cuts, bruises, sprains
	All attendees – could suffer minor or major injury
	3
	3
	9
	Clear furniture and obstacles; appropriate footwear; warm-up; monitor floor for spills/slippery surfaces.
	2
	2
	4
	Student lead to check room before activity and monitor throughout.

	Fire
Potential harm:
- Burns, trauma,
hospitalisation, smoke
inhalation, fatality.
	All attendees
	3
	1
	3
	There will be no flames during the event. 
The event organisers will be aware of the fire evacuation meeting points.
In case of fire alarm, event organisers will direct people outside building to fire evacuation point. 
If a fire is seen, then the alarm will be raised by pressing a red fire alarm button. (There are no scheduled fire alarms at this time (as far as we know)).
	
	
	
	

	Control of trespassers
	All attendees
	2
	1
	2
	Entry is for only those who pay our entry fees. Is the fee or ticket payable until one week before the event.
You will have a list with the names of everyone who has paid and will check ID
	
	
	
	

	Control of aggressive
Behaviours
	All attendees
	1
	1
	1
	Any serious incidents will be reported to security
	
	
	
	

	E.G Delete this if not relevant
to your activity

Setting up – Injury
Muscular-skeletal, strains
	Members of the Society Committee
	2
	2
	4
	General manual handling guidelines will be followed. Multiple people will assist in anything excessively heavy.
	
	
	
	

	E.G Delete this if not relevant
to your activity

Food handling
Potential harm:
- Cross-contamination
- Food allergies
- Sickness
- Other illnesses
caused by food
	All attendees
	3
	3
	9
	Food and drinks are to be sourced from reputable retailers.
Food will be stored according to instructions on the packing prior to the event.
Staff will check expiration dates on packets prior to the event.
Allergen information will be displayed alongside cakes. 
Napkins will be available to all attendees.
Ensure SU bake sale guidelines and food safety guidelines are adhered to if individuals bake their own cakes for the event.
Any food or liquids that need to be refrigerated will be until the start time of the event.
	
	
	
	

	E.G Delete this if not relevant
to your activity

Use of hot water urns
Potential harm:
- Burns
- Scalds
	All attendees
	3
	2
	6
	Staff are to supervise the use of hot water urns.
Clear signage will be displayed to alert attendees to the hot contents of the urns.
A fully stocked first aid kit is available behind the front of house desk and/or commercial services areas.
SU staff have access to a list of all first aiders on campus.
	
	
	
	

	E.G Delete this if not relevant
to your activity

Use of craft materials (e.g.
badge maker, sewing
equipment, scissors, glue,
safety pins, fabric pens)
Potential harm:
- Allergic reaction
- Skin irritation
- Dizziness (if fumes
are inhaled)
- Damage to clothing
- Cuts, grazes and other minor skin wounds 
	
All attendees
	4
	2
	8
	All craft activities will be monitored by a member of staff.
Participants will be briefed on how to carry out the activities and made aware of any potential risks involved if necessary.
Participants will be made aware that there is risk of damage to clothes when using certain items. 
Thimbles will be provided for sewing.
Cleaning equipment and first aid kit will be readily available.
	
	
	
	

	E.G Delete this if not relevant
to your activity

Hazards around the activity
table such as board game
pieces, banners, packaging,
litter etc.
Potential harm:
- Trips, slips and falls
- Sprains
- Cuts and bruises

	All attendees
	2
	1
	2
	The event area will be cleared and tidied prior to event.
During the event, any potential trip hazards will be removed as and when they occur. 
Banners will be checked to ensure they are stable and displayed in a suitable location away from gangways and fire exits.
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



Risk Factor Chart Explanation
	Severity (S) Scale:
	Likelihood (L) Scale:
	Risk Factor (R = S x L):

	1 - Negligible: All in a day's work
2 - Minor: Minor injury with short term effect
3 - Severe: Major injury/disability (reportable)
4 - Extreme: Fatal
	1 - Improbable
2 - Remote: Unlikely
3 - Possible: May or could well occur
4 - Probable: Expected to occur, several times
	< 4 - LOW
4-6 - MEDIUM
> 7 - HIGH
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