Event Risk Assessment:

Title: Coffee Morning 	
Date:15/03/2019

	Event Description
	Coffee and Cake morning 

	Department:
	University of Wales Trinity St David’s

	Event Location:
	Place of work 

	Event Organiser (Module Lead) Name
	Caroline Howells

	Student Event Manager 
	Sammy Pye

	Numbers of students attending
	7

	Students with additional needs (please describe)
	Sammy Brown – Broken toe, has a soft cast on with a covering boot.

	Numbers of staff attending
	0

	Number of first aiders attending
	5

	Start Date:
	15/3/19

	Return Date:
	15/3/19

	Event Details:
	Social event for comic relief 

	Route:
	Carpark for place of work 






Examination and Description of Health and Safety Legislation Included (500 words)
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Event Risk Assessment

	Ref
	Hazard / Task / Activity
 Area of Concern
	Persons at Risk
	Existing Controls
	Describe Any Further Controls Actions Needed
	Actions By Whom
	Action By When

	
1
	Hot water 
	Everyone
	Kettle 
	Urn required. 
	Caroline 
	Next event 

	
2
	Health and Safety
	Everyone 
	Tablet in student format of rows 
	The tables were moved and made more accessible. 
	Caroline 
	immediately

	
3
	Food safety
	Anyone with a food allergy 
	Food was left as found
	Clearly displaying ingredients for people with allergies.
	All 
	Next event 

	
4
	Toilets 
	No one 
	Disabled Toilet available 
	None. 
	N/A
	N/A

	
5
	First aid 
	Everyone 
	Five first aid trained people on site. First aid kit available, (Fully stocked) 
	None.
	Caroline 
	Ongoing 
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Review of Risk Assessment (250 words minimum; to be completed after event)
	Review Date:
	 15/03/2019

	On walking from the car park, it was raining this meant that appropriate footwear should be warn due to the hazard of the floor being slippery. The carpark was checked for disability parking and there was available parking. The building where the coffee morning was on a slight hill so when entering the building extra care had to be taken in case of a fall. The weather conditions that day had made a hazard with the rain making the floor wet. When entering the room, it was checked for safety hazards also to make sure a first was fully equipped. The Area where food was checked to make the hygiene standards were to the correct standards. Tables were moved into a more assessable way making it easier for people to access seats and also for health and safety reasons for example the route of the fire exit. The fire extinguishers were all checked to make sure they were within the correct dates of last inspection. The building overall building was checked to make sure it was an acceptable standard.







	



FULL RISK ASSESSMENTS MUST BE COMPLETED FOR ALL VISITS
NOTES:	
(i) In the event of any student or member of staff listed below failing to attend for whatever reasons his/her name must be given to the Faculty Secretary.
(ii) For purposes of Health Insurance the Tutor-in-Charge of the visit must make known to all members participating in the visit, the provisions contained in the relevant Insurance Notes. 

(iii) The Event Manager must deliver to Module Lead of the proposed Educational Visit ALL names and mobile numbers of all Students who have agreed to participate in the Activity.
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