Event Risk Assessment:

Title: Coffee and Cake Morning
Date: 15th March 2019
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	Coffee and Cake fundraiser Morning.

	Department:
	University of Wales Trinity Saint David.

	Event Location:
	Place of Work/ study, Carmarthen, Carmarthenshire.

	Event Organiser (Module Lead) Name
	Caroline Howells.

	Student Event Manager 
	Samantha Brown

	Numbers of students attending
	Seven

	Students with additional needs (please describe)
	None

	Numbers of staff attending
	None

	Number of first aiders attending
	Five

	Start Date:
	15th March 2019

	Return Date:
	15th March 2019

	Event Details:
	Social event and comic relief fundraiser.

	Route:
	Main car park- area of work/study.






Examination and Description of Health and Safety Legislation Included (500 words)
	
The Disability and Discrimination act 1995 was introduced so that nobody was to be discriminated against regardless of any ailment or differences. Equal opportunity for all, was introduced. Adjustable requirement was to be made in workplace by employers not to alienate any vulnerable employee. Harassment at the work place for a disabled person was about to slow down as charity and support groups began to rise. This law also gave more rights to the disabled person- disabled parking were being made, along with disabled friendly busses and taxis. Disabled badges were given out. were on a rise. Train were given ramps for wheelchair access. Discounted rates were designed for disabled service users on trains and designated seating area for wheel chairs. Some toilets and shops began having sliding doors for easy access. The government started to turn the United Kingdom in to an accessible place to work and live for the disabled people.  (Government United Kingdom, 1995).
It is vital that the government United Kingdom (UK) workplace Health, Safety and welfare act regulation1992 is followed when carrying out a public or social event in the workplace. This protocol is in the best interest of all the people that attend an event, in order to avoid any injuries or accident occurring. The ruling suggests only a limited amount of people allowed per room, depending on room size, plenty of ventilation via windows or vents. Enough running water, heating, toilets and a first aid room (Government United Kingdom (Gov.UK), 2019).
The food and safety (General Food Hygiene) Regulation 1995 comes in to play. This act is to ensure nobody has food poisoning as a result of poor food storage, food preparation and food storage. Hand hygiene and clean surface preparation is a must. Food stuff must be in date and stored in closed containers (Gov.UK, 2019).
 The Manual Handling Operations Regulations1992 was a ruling put in to place to avoid any injuries or accidents occurring whilst carrying, lifting or moving items in the workplace. It ensures training must be applied for health and safety reasons. Twisting, turning, jerking or any sudden movements can cause long or short-term injury (First Practice Management, 2019).
Managers have learned from experience that when an employee is on sick, due to unavoidable injuries or accident it is due to poor manual handling skills. The company is at loss of money. Sickness benefit and staff replacement can cause disturbance for managers and the workforce. Ongoing health check, physio therapy and occupational health appointment take up working hours even after employee returns. When manual handling training is provided employers and employee’s all benefit. Making the workplace a happier and safer place (Gallagher, 2017).
The Plug and Sockets etc (Safety) Regulations 1994 was put in to place to ensure health and safety whilst using electrical equipment or items. All electrical devices only obtain suitable wattage for its use per plug. Extension leads can only withhold a certain wattage; care must be taken not to overload extension leads to avoid electrical fires occurring. All devices must be of a British standard. No prohibited sockets/ plugs or equipment is to be used (Gov.co.uk, 1994).
 Words 552.
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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
	Trip hazards.
	Samantha Brown
	All obvious trip hazards were adequately moved to a suitable, safe place.
	Advice given to watch for any unforeseen trip hazards
	Mandy Morgan
	On day of event

	
2
	 Kettle.
	Everybody attending event.
	One person was in control of kettle to avoid spillage, overheated kettle and risk of burns.
	none
	Caroline Howells
	On day of event

	
3
	Electricity- mains-Plugs and sockets.
	 Everybody attending event.
	Maintenance checks done on electric sockets and plugs
	None
	Maintenance department.
	Routine checks and on command if needed.

	
4
	Food supply.
	everybody
	Everybody was asked to ensure all cake, biscuits, sandwiches were in date.
	Checked dates on packaging.
	Samantha Brown.
	

	
5
	Cleanliness of room after event.
	Staff/students
	Area kept clean and tidy for suitable place of teaching and studying.
	Clean and tidy room and restore room to original layout.
	All attending
	As soon as event finished.
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Review of Risk Assessment (250 words minimum; to be completed after event)
	Review Date:
	16th March 2019

	Health and safety regulations took place as the occupied room is within walking distance from the staff car park. Suitable footwear was recommended as the concrete floor can be slippery when wet. Paths are mostly level, but one part has a slight slope.  There are a few steps on route and one person attending had an injured toe. She was already aware of steps before- hand, the steps did not cause any trouble as the colleague was assisted up and down the steps slowly whilst, holding on the hand rail available. There are automatic doors that are wheel chair friendly. There is a toilet and clean running water at proximity. Plenty of windows provide fresh air. There is not a first aid room but five first aiders were present, one of whom has brought an adequate first aid kit (Government (Gov) United Kingdom (UK), 2019).
Food safety regulation were adhered. Food allergies was discussed, and no known nut allergies, gluten or dairy product used was an issue. There was clean running water and a hand basin available close by. Waste bins were at hand. (Gov.uk, 2019).
 All attending coffee morning had done a manual/moving handling course due to their job roles and work place practice experiences. Awareness of correct body movements such as keeping the back straight and bending knees and holding load close to body was applied by all who moved of lifted objects. One participant did struggle with this due to a broken toe. Applied pressure on the feet was painful, so another member took over. A suitable trolley would have helped situation, but none was available and will be bared in mind for next coffee morning (First Practice Management, 2019).
An urn would have been safer and more practical to use rather than refilling the kettle constantly, as awareness to over usage was a raised concern, however there was no urn available and carrying one from storage or another room would have taken time and effort. The kettle was light in weight in comparison and was only used constantly in a short space of time. The available running water was a short distance but not in the same room. This did cause a bit of an issue as walking back and forth to refill kettle was a chore. Next time jugs of watered can be pre stored on day to prevent distraction to the event. 
The room used was cleaned and restructured back to its practical use. All unused sockets were switched off along with the lighting. The door was closed not locked as it was soon to be occupied again.
Overall minor risks were involved whilst preparing and carrying out our coffee morning, but nobody was injured or hurt. The event turned out as planned with a happy ending to the coffee and cake morning.  Money was raised successfully for comic relief.

References
First Practice Management (2019) Manual Handling Workplace Operation Regulations 1992. Available at: https://www.firstpracticemanagement.co.uk/health-and-safety-guidance/manual-handling-operations-regulations-1992/ (Accessed on 12th April 2019).
Gallagher. A (2017) The Manual Handling Revolution. National Library. Australia. 
The Government (Gov). (1995) Disability Discrimination Act 1995. United Kingdom (UK) Available at: http://www.legislation.gov.uk/ukpga/1995/50/contents (Accessed on 16th April 2019). 
The Government (Gov) (1995) Food Safety (General Food Hygiene) Regulations 1995. United Kingdom (UK) Available at: http://www.legislation.gov.uk/uksi/1995/1763/contents/made(Accessed on 09th April 2019) 
The Government (Gov) (1994) The Plugs and Sockets etc. (Safety) Regulations 1994. United Kingdom (UK) Available at: http://www.legislation.gov.uk/uksi/1994/1768/contents/made (Accessed on 16th March 2019). 
The Government (1992) The Workplace (Health, safety and welfare) Regulation 1992. United Kingdom (UK) Available at: http://www.legislation.gov.uk/uksi/1992/3004/contents/made (Accessed on 09th April 2019).













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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