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Title: Risk Assessment Coffee Morning
Date: 15/03/2019

	Event Description
	Coffee Morning

	Department:
	University of Wales

	Event Location:
	Place of work

	Event Organiser (Module Lead) Name
	Caroline Howells

	Student Event Manager 
	Sammy Pye

	Numbers of students attending
	7 students

	Students with additional needs (please describe)
	Yes, Sammy Brown has a broken toe

	Numbers of staff attending
	None

	Number of first aiders attending
	5

	Start Date:
	15/03/2019

	Return Date:
	15/03/2019

	Event Details:
	Coffee and cake morning for comic relief

	Route:
	Car Park to area of study






Examination and Description of Health and Safety Legislation Included (500 words)
	Doing a risk assessment means that you manage the Health & Safety risks in your work environment.  We need to think about what could cause harm to people, and try to prevent these risks, this is called a Risk Assessment.  
The Workplace (Health, Safety & Welfare) regulations 1992 aim to ensure that workplaces meet the Health Safety and Welfare needs of all members of a workplace, including people with disabilities (Health & Safety Executive, 2007).  The interpretation of workplace applies to a wide range of premises, including hospitals, hotels and places of entertainment. 
One aspect of the risk assessment refers to ‘good housekeeping’.  The room should have enough free space to allow people to move about with ease.  There should be fire exits which are not blocked and fire extinguishers where they are easily accessible if needed.  There should not be cables where people could trip over them, no bags on the floor, loose carpets, mats or any items that could be a trip hazard.
Food Safety (General Food Hygiene) Regulations 1995 was replaced by the Food Hygiene Wales regulations 2005.  The regulations apply to all types of food and drink and their ingredients and states that all food is supplied or sold in a hygienic way and identify food safety hazards (DEFRA, 2011).  Our cakes will be shop bought so I do not envisage any hygiene concerns, except for the way they are served.  We need to all ensure that hands are clean, hair tied back and use tongs to pick up the cakes.  
The drinks will be made with kettles and care needs to be taken with boiling water, in case of scalds and burns. A first Aid kit will be needed in case of any accidents or incidents, so this will be provided by the event organiser (Health & Safety Executive, 2007).  
 (DEFRA, 2011) Food Safety Act 1990 sets out the requirements of the food handler with respect to safety. Ingredients needs to be displayed of each food item so that anyone with an allergy is aware of what each cake contains.  The items that we will be carrying (cups, plates, teapots etc), are not heavy, so there are no concerns of manual handling.  
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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 Drinks
	Everyone
	Use of kettles
	Should have used Urn
	C.Howells
	Next event

	
2
	Table Layout
	Everyone
	Tables in classroom format
	Should have made table layout more accessible
	C.Howells
	ASAP

	
3
	Food Hygiene
	Anyone with allergies
	Displayed as they were pre-bought
	Display ingredients for people with possible allergies
	All
	Next event

	
4
	Toilet
	Nobody
	Disabled toilets available 250yrds away
	None needed
	N/A
	N/A

	
5
	First Aid
	Everyone
	Five first aiders on site & first aid kit.
	None needed
	C.Howells
	Ongoing
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Review of Risk Assessment (250 words minimum; to be completed after event)
	Review Date:
	17/03/2019

	On walking from the carpark, it was raining and appropriate foot wear was worn as floor was slippery, although there were mats inside the venue for people to wipe their feet.  There are disabled parking spaces nearby which complies with the Disability Discrimination Act 1995 (Legislation.gov.uk, 2019).  There was a slight hill to the building, so extra care was needed in case of falls.  When entering the venue, safety checks were done to look for hazards (Health & Safety Executive, 2007).  A fire extinguisher was located in the room and were checked to make sure they were in good working order.  
The event organiser brought a first aid kit with her (Health & Safety Executive, 2007).  The layout of the tables was moved and made accessible for Health & safety to accommodate any visitors with mobility issues or wheelchairs (Legislation.gov.uk, 2019).  The cakes were laid out on a table and tongs and other cutlery which enabled us to not have to pick up the cakes with our hands.  On review, we should have listed the ingredients next to each cake to ensure that people with any allergies, would be able to see if it was safe to eat.  
There was adequate access to toilets, including disabled toilets, 250 yards away, complying with the Disability Act 1995.  Making teas and coffees was a little difficult, as we had to keep re-filling the kettles. If we do the event again, we will use an Urn as this will prevent this from happening.  Overall the event did not raise any Health & Safety issues due to the precautions we had taken and being mindful of these throughout the event.




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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