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Title: Managing organisations event	
Date: 23rd April 2018

	Event Description
	Hospitality event

	Department:
	Faculty of business and management (3rd floor café)

	Event Location:
	3rd Floor café

	Event Organiser (Module Lead) Name
	Marie Pitson 

	Student Event Manager 
	NA

	Student Treasurer
	NA

	Numbers of students attending
	40

	Students with additional needs (please describe)
	None

	Numbers of staff attending
	1

	Number of first aiders attending
	NA

	Start Date:
	23rd April 2018 at 11 am

	Return Date:
	4th May 2018 at 10.30am

	Event Details:
	Briefing on risk assessment assignment

	Route:
	Reception, take stairs/lift to third floor and walk to café

	Charity chosen:
	NA





Examination and Description of Health and Safety Legislation Included (750 words minimum)
	
The Health and Safety at Work etc Act 1974  (also referred to as HSWA, the HSW Act, the 1974 Act or HASAWA) is the primary piece of legislation covering occupational health and safety in Great Britain. The Health and Safety Executive, with local authorities (and other enforcing authorities) is responsible for enforcing the Act and a number of other Acts and Statutory Instruments relevant to the working environment. HSWA (1974). 
Included in the official UK Government legislation for health and safety in the workplace it states; It shall be the duty of each person who has, to any extent, control of premises to which this section applies or of the means of access thereto or egress therefrom or of any plant or substance in such premises to take such measures as it is reasonable for a person in his position to take to ensure, so far as is reasonably practicable, that the premises, all means of access thereto or egress therefrom available for use by persons using the premises, and any plant or substance in the premises or, as the case may be, provided for use there, is or are safe and without risks to health. HSWA (1974). This legislation ensures that any responsible person in charge of a business area is legally obliged to ensure the safety and wellbeing of any person who enters the premises. 
Employers will need to know how employees (or others who may be present, such as contractors or visitors) might be harmed. Employees should be asked what they think the hazards are, as they may notice things that are not obvious to an employer and may have some good ideas on how to control the risks. For each hazard an employer will need to be clear about who might be harmed – it will help to identify the best way of controlling the risk. Some workers may have particular requirements, eg new and young workers, migrant workers, new or expectant mothers, people with disabilities, temporary workers, contractors, homeworkers and lone workers (www.hse.gov.uk/ toolbox/workers). Think about people who might not be in the workplace all the time, such as visitors, contractors and maintenance workers. Take members of the public into account if they could be harmed by any work activities. If the workplace is shared with another business, considerations will need to be made to control how work affects others and how their work affects the employer and their workers. 
Once the hazards have been identified, the employer will then have to decide how likely it is that harm will occur, ie the level of risk and what to do about it. Risk is a part of everyday life and an individual cannot be expected to eliminate all risks. An employer needs to minimalise the risk of an accident occurring whilst preparing for any outcome. Employers will need to do everything ‘reasonably practicable’ to protect people from harm. This means balancing the level of risk against the measures needed to control the real risk in terms of money, time or trouble. 
Workplaces need a plan for emergencies that can have a wider impact. Special procedures are needed for emergencies such as serious injuries, explosion, flood, poisoning, electrocution and fire. Quick and effective action may help to ease the situation and reduce the consequences. However, in emergencies people are more likely to respond reliably if they:
· are well trained and competent
· take part in regular and realistic practice
· have clearly agreed, recorded and rehearsed plans, actions and responsibilities
· Write an emergency plan if a major incident at your workplace could involve risks to the public, rescuing employees or 
· co-ordinating emergency services (GOV.uk – Safety in the workplace)
One of the most common risks in the workplace to a person’s wellbeing is the risk of fire. Fire can be caused by many different faults including; Cooking, Electrical, Smoking and Arson. The sheer amount of possibilities where a fire can occur makes it an almost impossible risk to rule out completely, however, businesses can put vital steps in place to ensure procedures are followed to avoid an incident or what to do when a fire occurs. Key steps to avoid a fire starting include having: 
· a clear passageway to all escape routes
· clearly marked escape routes that are as short and direct as possible
· enough exits and routes for all people to escape
· emergency doors that open easily
· emergency lighting where needed
· training for all employees to know and use the escape routes
· a safe meeting point for staff (GOV.uk – Fire Safety in the workplace)
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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
	Food Hygiene – Staff not wearing appropriate uniform (ie hair nets, gloves or aprons)
	All
	Health and Safety Legislation includes a minimum requirement for uniform worn when dealing with food
	Additional training for all staff who work with food preparation and serving. 
	University
	ASAP

	
2
	Elevator – main elevator was out of order for the entire visit
	Wheelchair users
	Wheelchair users have access to a lift to gain access to higher floors in the building
	Ensure all elevators are maintained regularly and any faults rectified as soon as possible
	University/ Elevator maintenance company
	ASAP

	
3
	First Aiders – No indication that any first aid trained staff were on site
	All
	There is a requirement for a certain amount of staff to be first aid trained in case of emergency
	A sign will need to be placed stating who is the on site first aider and how they can be contacted in an emergency
	University
	ASAP

	
4
	Hot Drinks Machine – Settings don’t appear to work correctly as a medium drink spills over medium cup provided
	All
	A third party installed hot drinks machine is located on site but is malfunctioning and has not yet been repaired
	The supplier company will need to regularly review and maintain their equipment and accurately note the dates and any additional comments
	University/ Third party supplier
	ASAP

	
5
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Review of Risk Assessment (250 words minimum; to be completed after event)
	Review Date:
	23rd April 2018

	
In conclusion, the 3rd floor café is maintained to a high standard and is a clean and safe environment for functions. However, it should be noted that there are several key issues that will need to be addressed to prevent the risk of injury/illness occurring to an attendee. The main issue included in this assessment is the lack of suitable uniform worn by the staff handling food, this provides a serious health concern to all involved parties. Staff are required by law to dress appropriately when handling food and the café staff are handling both food and money from customers which presents a health concern to the customer. Additional training should be offered to all staff and suitable uniform should be worn without fail for every shift.
The second issue reported in this assessment is the apparent lack of a first aid responder present in the café. Whilst there may be a staff member trained on duty there is no indication as to who this is and how a attendee could locate/contact someone in an emergency. This provides a significant risk to anybody who make fall ill or experience an unfortunate accident during their visit. Signs should be clearly shown stating the name and whereabouts of all first aiders currently employed by the café.
Lastly the hot drinks machine supplied by an external supplier has a re-occurring issue when filling cups with the correct amount of boiling water, this causes smaller cups to overflow and boiling water to spill potentially onto a customer’s hand causing considerable pain. This machine should be serviced and maintained regularly by the supplier and a detailed log kept outlining any issues and steps taken to rectify the issues.












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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