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Event Risk Assessment
Event: 

Dates:

Location(s):

Introduction

The University of Nottingham aims to take all reasonable measures to ensure the health, safety and welfare of visitors, staff and helpers involved with this event.

All events are carried out in line with the University’s Health and Safety Policy.
This document has been produced specifically for this event and will be reviewed if subsequent events of a similar nature are organized.
Risk Assessment created by: 

Name




Signature 



Position



Date
Risk Assessment approved by:

Name




Signature 



Position



Date
[Please note: if there are significant fire safety or health and safety issues involved, contact UoN Safety Office (bb-safety-office@exmail.nottingham.ac.uk) for advice well in advance of the event.]
Related Documents / Issues

Event Context
This may be in a separate document, particularly for more complex/large events but would detail what the event involves and who is responsible for managing it. 
Emergency Plan

This may be a separate document, particularly for more complex/large events but would detail the medical arrangements (e.g. first aid, para-medics, ambulance service) and the emergency procedures for the event.

Liaison with other University Sections

Outline other University sections such as Estates and Security who are involved in the organisation/setting up of the event.

Third Party Service Providers

All third party providers of services to the event are required to submit their relevant safety documentation and evidence of valid Public Liability Insurance (minimum £5m) to the Event Organiser who maintains a record of these due-diligence checks. Each provider is responsible for managing the safety of the activities they carry out on site. A copy of this risk assessment will be made available to third party service providers.

Risk Assessment

State who is potentially at risk. It may be Visitors, Event staff, other University staff, Suppliers and Contractors. Where all is stated, all categories are potentially at risk. 
Risk assessments to cover activities carried out by other UoN Sections are the responsibility of the relevant managers in those Sections.
The Event Organiser has overall responsibility for ensuring the Control Measures and Actions listed below are in place for all ceremonies. 
Risk Rating Calculation

Risk Rating = Severity of Injury x Likelihood of Injury

	Severity of injury
	Likelihood of injury

	
	Unlikely
	Quite
	Very

	Minor
	1x1=1
	1x2=2
	1x3=3

	Major
	1x2=2
	2x2=4
	2x3=6

	Fatal
	1x3=3
	3x2=6
	3x3=9


Resulting Action

Risk Rating <= 3

Normal safe working practice should suffice

Risk Rating >= 4

Additional safety measures must be implemented

Risk Rating = 9

        Alternative methods must be used

NB: The entries below need to be modified to suit your event and removed if not applicable.

Car parking / Access around campus
At Risk: e.g. Visitors/Guests, UoN Security Staff, Event Stewards
	Hazard
	Risk Rating
	Control Measures
	Further Action Required
	By Whom
	All in place?

	Safety of  drivers and guests – road traffic incidents, pedestrian accidents

	3x2=6
	· Car Parking is managed by Estate Office Security Teams. A variety of car parks are used and guests are directed to the parking areas by members of the Security Team

· Temporary road ways are put in to assist with access for grassed areas

· The planned details of the provision of parking is held within the Operational Order (ref. University Security – Stuart Croy)
· One way system is in operation

· Guests on footpaths not grassed areas

· Segregation for vehicles and pedestrians 
· Appropriate Signage

· Stewarding for both directional guidance and to assist those unfamiliar with the campus
· Emergency Vehicle Access

· Parking for mobility impaired guests provided close to venue

· Enforcement of campus speed limit 

· Winter events - car rescue/tracking

	
	
	

	Visitor orientation – getting lost; lost & found children, safe-guarding
	2x2=4
	· Emergency Plan in place in accordance with UoN Guidance on the Protection of Children & Vulnerable Adults Policy
· Guidance and procedure training to be provided to all stewards in relation to handling “lost” children incidents.

	
	
	


Event Location – Building X
At Risk: Visitors, Guests, University Staff and Event Staff
	Hazard
	Risk Rating
	Control Measures
	Further Action Required
	By Whom
	All in place

	Fire
	3x1=3
	· Emergency plan in place

· All exits properly signed

· Automatic fire detection

· Appropriate fire extinguishers in place

· Ceremony Manager responsible for evacuation of guests

· Building management on site throughout the event

· No smoking area

· Exit pathways are clear at all times

· All suppliers to be provided with safety and emergency information

· Fire Marshall Training of all Stewards and Security

· Fire Marshalls to wear hi-vis jackets

· Stewards briefed to remain with guests until advised to re-enter the building
	All exits kept clear of obstructions

Staff briefed on evacuation procedure and assembly point

Walk through of all areas prior event
Fire doors unlocked and checked each day
	
	

	Accessibility-related hazards
	2x1=2
	· Location accessible for wheelchairs
	Check areas accessible 
	
	

	Overcrowding
	2x1=2
	· Barriers in use to guide flow of guests / visitors
· Numbers monitored by stewards to keep within set limits for the location/room.
· Sufficient stewards to take action in overcrowding situations

	
	
	

	Slips and trips
	2x2=4
	· Pre-event safety check of all areas to be used to ensure appropriate standard of housekeeping.
· Stewards to report any hazards identified during the event
	
	
	

	Electrical

Power Failure or electrocution

	3x1=3
	· All portable electrical equipment appropriate tested.
· All additional power suppliers managed by UoN Estates.
· Third parties to supply evidence of their portable electrical equipment being formally tested.
· Event Organisers to immediately establish the extent of the problem with UoN Estates staff. 
· Evacuation management procedure in place should it be decided that evacuation is necessary to minimise risks to guests and event staff
	
	
	

	Hospitality – Food poisoning, allergies
	2x1=2
	· Use University catering or University-approved suppliers for refreshments

· National Food Hygiene standards applied throughout to avoid food poisoning; all allergens identified

· Good housekeeping maintained

· Sufficient rubbish bins

· Hospitality supplier to ensure all food and drink is clearly labeled and normal health & safety precautions are followed
	
	
	

	Visitor orientation – getting lost on site
	1x2=1
	· Appropriate signage and stewarding to assist guests
	
	
	

	Environmental conditions causing ill-health
	2x1=2
	· Appropriate clothing to be worn by event staff.
· Provision of drinking water in hot conditions.

· Consideration to length of duty slots, particularly if involving long periods of standing.
	
	
	

	Activity Hazards
	
	· Enter the control measures in place for the safety of any activities you are having as part of your event, e.g. practical activities, special effects such as fireworks, etc.
	
	
	

	Setting Up/Dismantling Hazards
	
	· Enter the control measures in place for any hazards associated with Event staff setting up or dismantling the event.
	
	
	


Temporary Structures such as marquees
At Risk: Visitors, Suppliers, Exhibitors, University Staff and Event Staff
	Hazard
	Risk Rating
	Control Measures
	Further Action Required
	By Whom
	All in place

	Fire
	3x1=3
	· External structure is flame retardant
· Approved suppliers used for supply, installation and dismantling of marquees

· Secured structure signed over from suppliers to Estates

· Safety certificate obtained for marquee
· Emergency plan in place

· All exits properly signed

· Appropriate fire extinguishers in place

· Stewards responsible for evacuation

· No smoking area

· DRSV management on site throughout the event
	Fire extinguishers placed 

All exits properly signed and kept clear of obstructions

Event staff briefed on evacuation procedure and assembly point
	
	

	Accessibility-related hazards
	2x1=2
	· Areas accessible for wheelchairs 

· Exit pathways are clear at all time
	Walk through of all areas prior to first day

Staff regularly check surrounding areas
	
	

	Slips and Trips
	2x2=4
	· Exit pathways are clear at all time

· Good housekeeping maintained around catering outlets

· Entry and exit points avoiding trip hazards

· Hazards clearly marked
· Daily pre-event inspections carried out.
· Temporary Floors checked daily by Estates staff.
	Surrounding areas checked on regular basis; hazards reported
	
	

	Overcrowding
	2x1=2
	· Capacity of structure known before contracted

· Sufficient space for furniture and expected number of people

· Attendance by ticket only to ensure maximum numbers are not exceeded
· Stewards to monitor numbers to avoid over-crowding
	
	
	

	Activity Hazards
	
	· Enter the control measures in place for the safety of any activities you are having as part of your event, e.g. practical activities, special effects such as fireworks, etc.
	
	
	

	Setting Up/Dismantling Hazards
	
	· Enter the control measures in place for any hazards associated with Event staff setting up or dismantling the event.
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