

HOW TO COMPLETE A RISK ASSESSMENT

·  Client/Event Information

Complete this section with details of your event and your details as the person filling the risk assessment. If there are multiple persons involved with the RA, include their details as well.
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· External Speakers
If you’ll be inviting external guests for your event, complete this section with their details and take note of the extra documentation you need to complete. The RUL external speaker form, otherwise, fill as N/A (Not applicable) 
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· Registration 
Complete this section if you’ll be inviting visitors, for example an external DJ, or performance group or any external guest. 
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· Hospitality 
Complete this section with necessary information regarding catering, whether it’s internal or external caterers. If there’ll be alcohol at the event, there might be extra documentation to complete. Make sure to complete them. 
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· Facilities 
Complete as required. If you’ll be expecting large deliveries such as food or drinks, etc, make sure to complete the information on that.  
[image: ]

· Event location 
Complete this section with information about the room/space you have booked. You should raise a Topdesk ticket for Facilities to help setup your space and include the ticket number on your RA. If you don’t require them to help setup the space, you can complete the relevant places with N/A 
[image: A purple and white event location card
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· Access
Provide any information on accessibility as required. 
[image: A purple and white box with text
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· IT set-up requirements 
If you require any IT equipment, you need to have booked that separately via Topdesk and include the ticket number in this section, otherwise fill the section with N/A (Not applicable)  
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· Kit store/Equipment hire 
If you require any equipment from Kitstore, you’ll need to have booked that separately on Topdesk and complete the information as necessary.
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· Health and Safety – External Client Event Documentation
If you are having an external vendor (e.g. DJ, Performance group, external caterers etc), they’ll need to complete and send their risk assessment form to you, which would be included in the folder containing the RA form. Note that other documents may be required of your vendor depending on the services they provide. 

· Training needs, Internal only 
If you require certain health and safety training such as alcohol training, using a ladder etc, you should request for one here. If you’ll be serving alcohol at your event, you need to be alcohol trained. 
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· Hazard lists 
Complete this section as thoroughly as possible. Identifying all potential hazards relevant to your event. Tick only the ones relevant to your event. 
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· Risk assessment 
Complete this section thoroughly using the hazard lists. Use the risk matrix to rate the level of risk at your event based on the hazard list completed and what they’ll be after the control measures are applied. Ensure that as much as possible the risk becomes low, once control measures are applied. 
[image: ]

· Additional Hazard
Identify and complete any additional hazard that might be relevant to your event. 
For instance, Allergens etc. 
[image: ]
· Sign off 
Include the date you are completing the risk assessment and your name. 
[image: ]
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University London

Events Risk Assessment

Please list all crew members
involved in this event:

all crew members names

Staff/Student ID Numbers Role

Abe xyz
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equipment that
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9999999
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KISKR AooEsoMENT

Please complete the table below, indicating which hazards will apply for your event.
Once you have completed the Hazard list, then use this table to address the hazards within the risk assessment, addressing the measures you are
putting in place to control the hazard. Each hazard must have its own row. Add additional rows if you run out of provided ones.

You must include all relevant hazards in the risk assessment, using the risk matrix to determine the risk rating for each hazard before and after control

Situational Hazards:

measures have been put in place.

Hazard List

Please indicate all hazards that apply (X)

Assault by person

Overcrowding

Objects falling, moving, or flying

x

Slip, Trips and Falls

Sharp object / material

Obstruction / exposed feature

Vehicle impact / collision

/ Pedestrions Ergonomic risk due to lack of space Crush by load(s)
Manual Handling Unsafe Ground Conditions Lone Working
Separate assessment required e.g. excess water, mud, slopes etc. Permit required

Working at Height
e.g. roof, scaffolding, ladders etc.

Contact with hot or cold liquid/ vapour

Overhead obstructions
e.g. powerlines, cables, suspended ceilings
etc.

Electric shock

Props (guns, knives, etc.)

Physical / Chemical Hazards:

Explosive release of stored pressure

Contact with hot or cold surface(s)

Explosive blast

Fire (emergency evacuation)

Noise

Hot or Cold environment

x

x

Smoke

Vibration

Live electrical wiring

Environmental Hazards

Substance released into air

LaserlightdGlass 1 or 2)

Litter

Adverse Weather Conditions
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Events Risk Assessment

We have started filling out the risk assessment for you, please remove any hazards that do not apply and add any additional hazards at the bottom of
the table.

[ Lém e Control Measures ] ;iisk ch\ )
Who exposed? to Control ter Control
Hazards .. Staff, Students, Guests, Measures What control meastres wil {‘7’:{5:‘(5,";5 lace to prevent hacarcs from Additional comments. Measures
Children, Disabled, Elderly. Eg High, Eg Medium or
Medium or Low Low

At the start of each event the

FOH will sign in all visitors and brief them on the evacuation

procedures and exits organiser must ensure that all
visitors and attendees are
Staf, Students, Guests, Medium FOH, staff and students are to ensure that allfire exits, evacuation | informed of the evacuation Low
Children, Disabled and Elderly
routes and walkways are kept clear. procedure and assembly point.

Please see the H&S Induction
for Visitors here.

Staff, Students, Guests, Ravensbourne host or responsible person must ensure that cables,

Chlran Dobted s ldry | Modm | lext o eipment e ot th o e o g Low
. Staff, Students, Guests, - ‘Anyone feeling unwell or requiring medical attention must contact
(AL Children, Disabled and Elderly Medium FOH, where a first aid trained person will be available to assist. Low

Ravensbourne host or responsible person to ensure maximum room
occupancy numbers are not exceeded.

Capacity will be kept well below maximum where additional large
equipment is being used, to account for space taken by the

equipment. Staff to oversee capacity.

Room chosen specifically

Staff, Students, Guests, Where large number of people that exceed space capacity required

Overcrowding Children, Disabled and Elderly Medium for activity, additional space will be planned for people to gather | 2S2use Of the size to hold the Low
when not needed in the room. €
necessary.
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Food allergen

Medium

Team will ensure that the snacks are probably labelled and there will
be a team member present to ask or answer student questions about
snacks ingredients
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By submitting this | have made a thorough and complete assessment of the potential hazards and risks involved with the activities described. | have underta
ken to put control measures in place and will continue to monitor conditions and control measures throughout the process of these activities taking place.

Signed Date: 19/05/2024
Print Name: Abc XyZ
V4 September 2024
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Events Risk Assessment

Risk assessments must be submitted as soon as you book and by 9am two working days before collection/room booking at the latest.
() st filin all boxes unless stated or your risk assessment will be sent back for completion. If a box does not apply, please put NA.

Health And Safety Sign Off: Equipment Sign Off:

Event/Client Information

Event Name: Coral Games night Event Type: Social

Name of Organisers: Abg xyz Job Titles: President Coral Society
Please name all organisers Vds Ghjasa Vice President Coral Society
Email Address: Abc@students.rave.ac.uk Contact Number: XXXXXX

Date of Event: 27/05/2024 Brief Description of event: A games night with different board
Is the date set or would you accept Please provide a brief description of [EEUESCILRRCEIEIVEELICY

an alternative? The date is fixed the event.

Event Structure: Setup - 5:30pm - 6:00pm Event Timings: Setup - 5:30pm - 6:00pm
Please include timeline of the event JAV IR 0Tn) [ CEXEN T CENIEELC R N Il Event starts — 6:00pm
and activities taking place. Event closes - 7:30pm timings, including set up, event, Event closes - 7:30pm
Takedown - 7:30pm -8:00pm breaks and takedown Takedown - 7:30pm -8:00pm
Audience: Students Expected Number of Attendees: 50
Staff/Students/Visitors etc. Please ensure that this number

does not exceed the maximum

capacity for the location.
Will there be any under 18s? If yes, please provide details of Less than 5

how many under 18s and what their il le[31

role is within the even
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2] University London

Events Risk Assessment

External Speakers
Has the speaker previously been
prevented from speaking at the
University or any other
organisation because they have
expressed view that may be in
breachofthe
Freedom of Speech and Academi
Freedom?

N/A Any additional information:

Will you be having External
Speaker (s) on-site / off site?

This does not include visitors of the
event; this guest would be a person
involved with the event i.e An

External Speaker

Have you completed the

Please see and share with external guest(s) : Prevent Code of Practice
All speakers and attendees are expected to act with civility, consideration, and respect for others in the University and the local community.
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Registration

visitors be registered? Via Topdesk Who will be registering or signing
in visitors?
Will any restriction barriers be
identified? required?

eg. Piping drape, mobile screens
eg. Lanyards, t-shirts etc. etc.?
Do you require a greenroom or Ifyes, please provide details of
cloakroom? ow it will be managed:

How will the crew/helpers be

V4 September 2024

Abg xyz

No
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Events KIsK Assessment

Is catering required? Will external caterers be used?
If yes, the Gather & Gather If yes, please ensure all health and
hospitality brochure and order form safety documents have been

can be found . uploaded.

Will alcohol be served? If yes, where will the alcohol be N/A
obtained from?
Has the Alcohol Policy been read, understood, and signed authorization [T

obtained from the DPS? Date:

Please for the policy
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Who will monitor the number of Committee members
attendees during the event to
ensure we do not exceed out

maximum occupancy numbers?

Facilities
What are the arrangements for lost
property?
E.g. lost property will be returned
to front of house

For multi-level events, how will
the events team coordinate
throughout the event?

e.g. radios, mobile phones, face to
face etc.

Expected large delive Description:

Cleaning - What are your
arrangements for cleaning?

(For events involving external
clients, cleaning is a billable
expense)

Day:

They'll be returned to FOH

Trash will be disposed correctly in
available bins.





