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Guidance for completing this Risk Assessment

This Risk Assessment is designed to aid you in identifying risks that may happen during your activity as well as writing them down to ensure you have a record of the actions you have taken to try and prevent accidents.  Please read through these very carefully to ensure you have filled out the form correctly.
DATE(S)

This can be either a one off date or if it will be frequently over a period of time (e.g. a volunteering project or sports activity weekly sessions) than please put in the duration on the event in here.  E.g. Every Tuesday during term time for 07 – 08 academic year. 

HAZARDS
These are things that can cause an accident that are directly connected to your activity.  These can be anything from slips on spilt water to electric shocks to trips on trailing cables.  Please be sensible when you are filling this in and list the major ones that are more likely to happen first.  A majority of the time you will not need all 10 boxes.  There is a key below for some general things you need to think about and also some activity based hazards to think about.  This list is not exhaustive but is designed to guide and help you identify hazards.

	Area
	Hazard

	General
	Slips & Trips – multiple causes from bags to wires, to liquid spillage to improper use of equipment

	
	Injuries caused by faulty equipment – need to check all equipment before use, has it been PAT tested?

	
	Injuries due to not knowing the fire drill – ensure people know the way out the building and ensure it is done sensibly

	Sports related
	Pulled muscles due to not warming up properly

	
	Sports bags on the main floor space – tripping hazard

	
	Too many people doing the activity in too small as space

	Fashion Shoots / Academic Sessions
	Trailing wires, cables, fabrics – tripping hazard

	
	Use of fabric – needs to be fire retardant, especially if within 4 ft of lights

	
	Faulty equipment – needs to have relevant tests (Portable Appliance tested)

	Parties / Events / Talks
	Decorations / publicity – Fabrics would need to be fire retardant / consideration of risk of fire for others

	
	Own equipment is tested, cables are not causing a tripping hazard

	
	Crushing - Expected capacity does not exceed venue capacity – consideration for number of guests


WHO IS AT RISK?
Who will be at the event?  Are there external guests?  Is there anything happening that could be a risk to people watching e.g. Dancing event, a person could slip and fall into a member of the audience. 
SEVERITY OF HARM

Severity of harm is split into 4 basic areas. 
1 = Trivial Injury – These are classed as minor muscle sprains, small cuts etc
2 = Minor injury – These are classed as pulled muscles, larger cuts, slips that are unlikely to cause broken bones

3 = Major Injury – These are broken bones, severe cuts, falls from a height of more than 2 feet

4 = Fatal Injury – These are head traumas, cuts causing severe bleeding (arteries), falls from a height of more than 4 feet and anything else that could cause a fatality.
LIKELIHOOD
This is a scale of how likely you think it is that these hazards could happen.  Again these are split into 3 areas:

1 = Low Chance, 2 = Medium Chance, 3 = High Chance

If for example you are doing a sports class and your hazard is sprained muscles from lack of warm up the severity of harm will be 1 or 2 but the likelihood of it happening would be at least a 2 if not a three as you would not expect someone to go from being out in the cold to doing intense exercise without warming up first.

RISKFACTOR

The Risk Factor is the assessment of the hazard to see if you are doing enough to prevent harm.  The Risk Factor is measured by multiplying the Severity of Harm by the Likelihood of it happening.  The levels below will determine if a basic solution would be enough or you need something more in depth to try and prevent injury.
Risk factor 1-6: The precautions involved in assuming normal safe working conditions should suffice.

Risk factor 7-9: Additional measures should be taken in order to minimise the risk/hazards involved. – Please fill in the ‘Further Actions Required’ box

Risk factor of 10-12: Alternative methods should be sought, the activity as it stands is too dangerous to run.

ACTION ALREADY TAKEN
These are the actions that you would normally take to prevent such a hazard.  For example if the hazard was pulled muscles your action already taken is likely to be conducting a warm up to ensure everyone stretched to a reasonable degree.
FURTHER ACTION REQUIRED
If your hazard falls outside the 1 – 6 risk factor box you need to think about what else you can do to ensure the safety of your activity as normal working condition may not suffice.  For example having an event in a bar open to all students would have a capacity hazard.  Your action already taken may be to only send out a select number of invites to keep numbers down however if it is likely to be popular you may need further action of hiring security for the event to keep a close eye on numbers, as the word is bound to spread about the event.
TO BE DONE BY

It may be different people in charge on the event night so please write their initials next to the activity they are responsible for.  Please remember to consult those responsible for the area beforehand as if something happens on the night both that person and yourself will be responsible.






