Event Risk Assessment:

Title: Hospitality Event
Date: 23rd April 2018

	Event Description
	Focus group to discuss risk assessment practices for events within a University Cafeteria

	Department:
	Faculty of Business and Management

	Event Location:
	Faculty of Business and management (3rd Floor Café)

	Event Organiser (Module Lead) Name
	Marie Pitson

	Student Event Manager 
	N/A

	Student Treasurer
	N/A

	Numbers of students attending
	40

	Students with additional needs (please describe)
	N/A

	Numbers of staff attending
	

	Number of first aiders attending
	

	Start Date:
	23rd March 2018

	Return Date:
	11th May 2018

	Event Details:
	The hospitality event will cater for 40 students from the Faculty of Business and Management.
There will be 1 event organiser at the event
The event begins at 11am and finishes at 11.45am  
Hot beverages will be supplied for all attendees

	Route:
	From Swansea Train Station 
Exit the Train Station and turn right
Walk up on High Street  
Turn on second right down the slope to get to the University of Wales Trinity Saint David, Faculty of Business and Management. 
Enter the reception, go in to the lift on your right and press 3 to take you to the canteen.
Exit the lift and turn right and proceed to the sitting area of the café 


	Charity chosen:
	





Examination and Description of Health and Safety Legislation Included (750 words minimum)
	The Health and safety Legislation ensures that the employer adheres to the relevant Health and Safety regulation. The legislation provides measures that will help reduce workplace hazards, protect lives and promote health of employees and others. Effective risk assessment is essentially connected with the Health and Safety Legislation and forms an integral part in promoting Health and Safety in workplaces. (Health and safety made simple, 2018).
The Workplace (Health, Safety and Welfare) Regulations 1992 addresses several health, safety and welfare issues that apply to most workplaces. It sets regulations for employers to provide employees suitable facilities and safe working conditions. The Workplace (Health, Safety and Welfare) Regulations 1992 has set standards on issues such as cleanliness, floor conditions, lighting and traffic routes in the workplace (Hunt, 2018).         
 A high number of falls and trips that occur are caused by obstructions on floors (Essentials of Health and Safety at Work, 2006) .According to Workplace (Health, Welfare and Safety) 1992 Legislation Regulation (12), to prevent trips checks should be done to ensure floors, stairways and corridors are kept clear of any objects, articles and substances. People may suffer serious injuries if they bump into objects lying on the floor (Causes and Prevention: Slips, 2018). 
Regulation 5 of the Workplace (Health, Safety and Welfare) legislation 1992 sets standards for the upkeep of the workplace, equipment, systems and devices. It states that the workplace equipment and devices that are likely to fail or be faulty should be properly checked and maintained at regular intervals by either testing, inspection, adjustment, repair or cleaning. Faults detected should be rectified as soon as possible. Where the fault does not pose any serious danger renders the equipment unsafe for use, its operation may be stopped until a replacement or repair has been made. Where the defect poses serious danger immediate action should be taken to rectify the problem (Workplace health, safety and welfare, 2013). 
For example, an unlockable toilet door may need repairing but may be put out of service until the lock is fixed. However, keeping the toilet out of service may reduce the number of facilities stipulated by the legislation hence rectification should be immediate.
Issues of cleanliness and waste material in the workplace are highlighted in Regulation 9 of the Workplace (Health, Safety and Welfare) Regulations 1992. It states that surfaces of the floors, ceilings and walls should be sufficiently kept clean. Wet floors arising from spillages can cause slips, falls and trips. Regular housekeeping should be maintained that is spillages and dirt on the floors should be cleaned and removed as soon as possible. It is identified the main cause of injuries in workplaces in United Kingdom is due to slips and trips. To prevent slips due to wet floors from occurring, employers can practice effective spill clean-up procedures to maintain dry floors or put up wet floor signs to minimise the risks of people slipping (Holt and Allen, 2009)
Requirements to planning for emergencies and incidents state that in case of an emergency people should be moved without delay to a place of safety. For an effective evacuation, employers should plan escape routes and make certain that they are clear of obstructions. In addition, gates and doors leading to final exits should be unlocked, open outward in the direction of the escape and free from obstructions. It further states that all escape routes should be properly lit and signs pointing to the direction of the escape should be properly lit (Plan for incidents and emergencies, 2018).
The Health and Safety Legislation identifies burns and scalds as one of the common hazards. It stipulates that contact with hot surfaces may cause burns and should be avoided. Ensuring that kettles and urns are placed on firm levels and not overfilled is one way of avoiding the risk of burns (Managing risk in catering and Hospitality, 2018). 
Abiding by the Health and Safety Legislation does not only reduce costs but also reduces the risk of injury and death to individuals. Legal costs can also be avoided. Complying with the regulations will not only create a safe atmosphere for employees and others but also helps to maintain the organisation’s reputation (Benefits and costs, 2018).
To improve the health and safety of employees and others, complying with the legislation minimises risks that cause injuries and deaths. One of the ways that this can be accomplished is putting staff through relevant Health and Safety training so that they become more aware of the laws that protect their health and safety (Risk Assessment, 2018).
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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
	Slips, trips and falls
	All students and staff 
-members may suffer fractures and sprains if they slip on spillages (hot drinks) in the canteen which has tiled floors 
	-General housekeeping  standards is carried out 
-Flooring kept dry and quality maintained
-putting up wet floor signs
	-All staff  and students are to be alert and keep an eye on areas of any possible causes of slips, trips or falls  throughout the event
-Immediately deal with spillages to keep the floor dry

	-all staff and Students

-Cafeteria staff
	Before and during the event

	
2
	Burns and Scalds
	All staff, students and those serving may scald themselves with hot drinks
Hot equipment for example kettles and urns may also cause injury
	-Hot drinks served in safe containers with lids

	-Drinks to be served on trays
-to be cautious when handling the hot drinks
-handle kettles and urns with care
	All Cafeteria staff and students
	During the event

	
3
	Crowd control in the event of a fire
	All staff and students
	-staff trained to raise alarm in such incidences 
-using emergency responses, that is, fire extinguishers
-crowd management, that is, evacuation
-provide first aid
	-Effective communication between the trained staff
	Trained staff
	During the event

	
4
	-Uncovered toilet bin
- Unsecure toilet door locks
	Every female staff or student who enters the female toilet
	
	-To cover the toilet bin
-replace the toilet bin with a covered one
- Fixing the toilet locks
	Health and safety manager
	23rd April 2018

	
5
	Handbags on the floor obstructing movement
	All Staff and students

	
	-safely place bags where paths are not blocked
-securely tuck bags under tables
	All staff and students
	23rd April 2018
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Review of Risk Assessment (250 words minimum; to be completed after event)
	Review Date:
	23rd April 2018

	
In conducting a risk assessment, several recommendations were made with regards to the Health and Safety Legislation. Despite predicting the likelihood of certain hazards occurring nothing went wrong at the event.
No individuals were injured due to slipping. People were cautious enough not to spill any drinks during the event. According to the Workplace (Health, Safety and Welfare) Regulations 1992 slipping on wet floors had been identified as a potential hazard. Holt and Allen (2009) strongly emphasize the importance of maintaining dry floors as to avoid injuries due to slipping on wet floors. Good housekeeping standards and putting up wet floor signs is also recommended.
A toilet bin without a lid and a toilet door with an unsecure lock had been indicated in the risk assessment as areas of concern. At the time of the event the door had not been fixed and the toilet bin had neither been replaced nor covered. These issues are discussed in the Workplace (Health, Safety and Welfare) Regulations 1992 Regulation 5 which is maintenance of the workplace and of equipment, devices and systems. It states that regular check-up of the workplace and equipment should be maintained to address these areas of concern (Workplace health, safety and welfare, 2013).
Handbags on the floors and pathways was identified as a potential hazard. Although there were noticeable bags on the floor during the time of the event no one tripped or fell. The Workplace (Health, Safety and Welfare) Regulations 1992 Regulation 12 stipulates that floors should be kept free from obstructions to avoid injuries from falls (Essentials of Health and Safety at Work, 2006).
No incidents took place hence there was no need for crowd control. According to the Health and Safety at Work Act 1974, to effectively control a group of people, employers should plan for incidents and emergencies. This will help in managing the crowd in instances such as evacuation and creates less confusion (Plan for incidents and emergencies, 2018). 
Everyone at the event was cautious enough not to get burnt or scalded. Regulations this issue indicate that people should avoid hot surfaces and hot equipment (Managing risk in catering and Hospitality, 2018).






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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