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	University Of Bristol Event Risk Assessment

	
	Completed by: (please enter)

Date & time of event: (Please enter)
Location: (Please enter)



	Description and location of Hazard
	Who might be harmed?

	Existing Control Measures
	A.

Likely severity of injury

(1 to 3)
	B.

Likely Occurrence (1 to 3)
	Risk Rating

(A) x (B)
	Comments/
Actions



	Slip, trips and falls


	Staff/students/visitors/

volunteers
	· Good housekeeping standards maintained throughout, member of staff/students to check event location prior to the event commencing

· All areas are well lit and corridors, entrances and external areas are clear of clutter or moveable objects

· Repairs and maintenance carried out as necessary – please notify the relevant staff member ie estates assistant/maintenance team of any issues.

· All spillages post event are cleared, all waste bagged and left tidy.
	2
	1
	2
	Ensure papers towels are provided (to clear up spillages)

	Electrical
	Staff/students/visitors/

volunteers
	· Visual inspection of electrical equipment before use, ensure pat testing up to date.

· No trailing wires inside event location.

· AV technician on hand throughout event if required.

· Adequate socket provision for electrical equipment.

· Ensure external electrical items have been pat tested.
	2
	1
	2
	

	Fire
	Staff/students/visitors/

volunteers
	· Event organiser must advise visitors of fire procedures and supervise them if necessary.

· Fire evacuation procedures displayed at each fire alarm point. 

· Access to exits kept clear at all times, good housekeeping practices in place

· Flammable substances stored appropriately.

· Fire exits clearly marked with emergency lighting remaining on during event.

· Estate Assistant on hand to aid any evacuation of visitors and staff.
	3
	1
	3
	Organiser of the event is familiar with and takes responsibility for fire evacuation procedure

	Health
	Staff/students/visitors/

volunteers
	· Lift provided for disabled visitors to all areas required

· Toilets available 

· Emergency exits lit during event.

· Good ventilation throughout the event.
	1
	1
	1
	

	Food poisoning/choking
	Staff/students/visitors/

volunteers
	· Know location of first aid kit and first aider/security services telephone number
	1
	1
	1
	University preferred Catering supplier should be used where possible

	Allergies 


	Those with allergies 


	Food – ensure all allergen information is available and provided for food and drinks. 


	2
	1
	2
	Liaise with the catering company about clearly labelling the food and refreshments. 

Keep food items separate and from one another to ensure no cross contamination. 

Attendees to inform hosts of any dietary requirement and allergies before event

	Children or pets attending events 


	Children or pets attending 


	All children/pets will be supervised by adults at all times during the event. 

All catering equipment, food and drink to be out of reach of children./pets
	1
	1
	1
	Catering equip, food and drink to be placed on raised tables out of reach of children/pets. Any sharp knives to be handled by catering staff and kept away from public eating area. 

Children/pets to be supervised at all times.

	High Profile Guests
	Staff/students/visitors/

volunteers
	· Ensure that the event is ticket only wherever possible.

· Ensure that Security Services are aware of the visitor and that the Police are notified if necessary.


	1
	1
	1
	

	Overcrowding
	Staff/students/visitors/

volunteers
	· Maximum occupancy of room respected.
	1
	1
	1
	


	Score
	3
	2
	1

	Column A: Severity of Injury:
	Major Injury or death 
	Injury requiring medical treatment 
	Minor or no injury  

	Column B: Likely Occurrence:
	Regular exposure of several employees to hazard. 
	Occasional exposure of few employees.
	Exposure to hazard very rare.


Declaration:

I will inform all persons attending of any housekeeping instructions at the beginning of the Event, providing information on the Fire Evacuation Procedure and the location of other facilities, such as toilets.  

In the event of a medical or other emergency, I will contact Security.

24 Hour EMERGENCY ONLY 0117 331 1223 (internal 112233) If you require an ambulance ring 999 first and then inform Security Services.  All calls to this number will be recorded for security purposes.

I have read the above statements, to which I agree.

I have read and completed the Event Risk Assessment and Health and Safety Checklist providing all information as required.

Name .…….……….……….   Signature
2

