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Live Events – Health and Safety
[bookmark: _Toc1353444470][bookmark: _Toc388656273]Event Overview
Event Name: Health & Wellness Fayre
Concept and Theme: Health & wellness 
Event Type: Workshops
Location: UWTSD SA1 Waterfront Campus, IQ Building
Target Audience: General public
Date: 17/03/2026
Start/End Time: 10am-4pm
[bookmark: _Toc1478845790][bookmark: _Toc1024713956]Itinerary
8am – Arrive at venue to help vendors bring stuff in and begin set up and decorations
9am – Aim to finalise decorations
9:30 – Morning brief
10am – Event starts (vendors available from 10am-4pm)
12pm-12:30pm – Raffle draw
1pm-2pm – Qi gong class in the immersive room
2pm-2:30pm – Susannah Hollett Crystals class in immersive room
2:30-3pm – MTA pilates class in immersive room
3pm-3:30pm – Jemma Joel life coaching class in immersive room
3:30pm-4:30pm – Ian Standen yoga class in immersive room
4:30pm-5pm – Event clean-up
5pm – Event debrief
[bookmark: _Toc2128656409][bookmark: _Toc1900257303]Aims and Objectives
Overall Aim: Health and wellness event to foster improved mental and physical well-being by providing workshops, such as yoga, mindfulness, and nutrition education. 
Objectives:
· Promote health and wellbeing awareness
· Encourage healthier lifestyle choices
· Generate profit
[bookmark: _Toc2129737992][bookmark: _Toc1293675386]Division and Work Responsibilities
Team Roles
Andrew: Health and Safety/Operations Manager
Alyssa: Decorations
Nia: Operations Manager
Sophia: Marketing
Tyler: Finance
[bookmark: _Toc1512217860][bookmark: _Toc185417466]Key Areas of Managing Event Operations
Staff Rota
	Staff
	Jobs
	Timings

	Andrew Jones
	Health and safety, decorating, way-finding
	Monday (16th) 5pm-5:30pm
Tuesday (17th) 8am-5pm

	Alyssa Stoneman
	Marketing, promotions, decorating, vendor set up, check in, way finding
	Monday (16th) 5pm-5:30pm
Tuesday (17th) 8am-5pm

	Nia Mugford
	Decorating, overseeing event, immersive room rep
	Monday (16th) 5pm-5:30pm
Tuesday (17th) 8am-5pm

	Sophia Rabaiotti
	
	Monday (16th) 5pm-5:30pm
Tuesday (17th) 8am-5pm

	Tyler-Belle Richards
	Decorating, check in
	Monday (16th) 5pm-5:30pm
Tuesday (17th) 8am-5pm

	Riley Tippett - Volunteer
	Decorating, vendor set up
	Monday (16th) 5pm-5:30pm
Tuesday (17th) 8am-5pm

	Poppy - Volunteer
	Decorating
	Monday (16th) 5pm-5:30pm
Tuesday (17th) 8am-5pm

	Ethan - Volunteer
	Decorating, vendor set up
	Monday (16th) 5pm-5:30pm
Tuesday (17th) 8am-5pm

	Lily Lewis - Volunteer
	Decorating
	Monday (16th) 5pm-5:30pm
Tuesday (17th) 8am-5pm


[bookmark: _Toc193836240][bookmark: _Toc2078424531]Risk Assessment
Risk assessments are vital to an events success and safety as consistently managing risk reduces losses, ensures accountability, saves time and cost, and protects the reputation of the event organisers, venue, and all involved with the event.
Risk assessment is a legal requirement under the Management of Health and Safety at Work Regulations 1999 (MHASAWR 1999). It requires every employer to the health and safety of their employees to which they are exposed while they are at work. What it means for event managers: duty of care to staff, contractors and attendees, mandatory risk assessments, emergency planning, competent staff and contractors, crowd management planning.
	Hazard
	Who Might Be Harmed?
	Potential Risks
	Existing Control Measures
	Likelihood
	Severity
	Risk Rating (L/M/H)
	Additional Control Required
	Personnel Responsible

	Overcrowding
	Attendees/staff
	Crushing, trips, panic during emergency
	Pre-registration, capacity limits, stewards at entry/exit
	2
	2
	Medium (4)
	Monitor attendance numbers in real-time; clear signage for exits
	Event management

	Slips, trips, and falls
	Attendees/staff
	Minor to serious injury
	Cables secured, spill kits available, regular floor checks
	2
	3
	Medium (6)
	Assign staff for hourly walk-through inspections
	Facilities lead

	Electrical equipment
	Attendees/staff
	Electric shock/fire
	PAT-tested equipment, qualified technician on site
	1
	4
	Medium (4)
	Avoid overloading sockets; keep liquids away from equipment
	AV technician

	Fire
	Attendees/staff
	Burns/smoke inhalation
	Fire exits clearly marked, extinguishers available, evacuation plan in place

	2
	4
	Medium (8)
	Brief staff on evacuation procedures; Test fire alarms
	Event manager

	Medical emergency
	Attendees/staff
	Illness/injury
	First aiders on site, first aid kits available
	2
	3
	Medium (6)
	Clearly signpost first aid point; emergency contact numbers displayed
	Health and safety officer

	Food hygiene
	Attendees/staff
	Food poisoning/allergic reaction
	Approved caterers,labeled allergens
	2
	2
	Medium (4)
	Confirm food hygiene certificates; allergen signage at each station
	Catering lead

	Manual handling (setting up equipment)
	Attendees/staff
	Musculos keletal injury
	Manual handling training; use of low trolleys
	2
	3
	Medium (6)
	Team lifting for heavy items
	Event coordinator

	Mental health sensitivity
	Attendees/staff
	Emotional Distress
	Content reviewed in advance; signposting to university support services
	2
	2
	Medium (4)
	Provide space; campus wellbeing contacts available
	Programme lead

	Infection control
	Attendees/staff
	Spread of illness
	Hand sanitiser station available
	1
	2
	Low
(2)

	encourage attendees Not to attend if unwell; ensure ventilation security presence
	Event manager

	Security threat/unauthorised access
	Attendees/staff
	Disruption/harm
	campus security notified/ID check
	1
	3
	Low (3)

	Security presence during peak times
	Campus security

	Incorrect technique and form during pilates
	Attendees
	Injury/harm
	Only inviting industry professionals to provide the activity
	2
	3
	Medium (4)
	Ensure instructor provides clear instructions and demonstration and encourage participants to work within their limits.
	Event coordinator

	Asthma attacks from physical activities
	Attendees
	Collapsing, fainting, death
	First aid on site
	4
	3
	High (12)

	Provide training and information to event managers on how to handle the situation
	Event management

	Dehydration
	Attendees/staff
	Fainting
	Sponsor bringing 100 water bottles to the event
	2
	3
	Low
(6)
	Make all state fees aware of the water bottles and extras sold at the café
	Event management

	Injury from vehicles
	Attendees/staff/drivers/pubic
	Injury, death, property damage
	Speed limits, signs, and speed bumps in the area
	3
	4
	High (12)
	Staff to be present in parking areas to guide any vehicles on the premise and instructing where to park
	Event management 


A = worst case outcome
B = Likelihood
Level of risk = A x B
· Low: Unlikely occurrence, minimal impact
· Medium: Possible occurrence, moderate impact
· High: Likely occurrence or significant impact
[bookmark: _Toc1117924736][bookmark: _Toc2043848257]Health and Safety Measures
First aid kits will be present on site with their locations being highlighted prior and during the event. All sponsors involving physical activities are trained in first aid and are equipped to handle an emergency. Debbie and members of the health and safety hub are also trained in first aid and must be notified in case of emergency. 
Security is not necessary for hiring as the event it takes place on campus grounds. Tickets will be checked at the entrance to ensure all attendees have paid and are here to attend the event, as well as barriers to guarantee no entry unless a ticket is shown.
The IM building is spacious enough to fit stalls for vendors, however, with many attendees, crowd control procedures will be provided. The building is shaped like a large rectangle, meaning if crowd control procedures are necessary, traffic can be controlled by installing one side being for walking down the building, and the other for walking up.
[bookmark: _Toc1890498092][bookmark: _Toc932027984]Legal Requirements
Licenses, permit, insurance – As the venue is located on the UWTSD Swansea campus, no licenses, permits, or insurance are required as the event has been granted full access to the locations and facilities required. 
[bookmark: _Toc1164063082][bookmark: _Toc275198442]Required Licenses
Premise license: Temporary Event Notice (TEN)
Local authority permissions: land use permissions (parking)
Venue hire license: use of premises, dates and times, damage clauses, indemnity clauses, force majeure
Land use license: environmental protection clauses, noise restrictions, restoration obligations
[bookmark: _Toc638965618][bookmark: _Toc1714762833]Legislations
· General Data Protection Regulation (GDPR)
· The Equality Act (2010)
· Health and Safety at Work Act (1974)
· Management of Health and Safety at Work Regulations (1999)
· Control of Substances Hazardous to Health COSHH (2005)
· Working Time Regulations (1998)
· Fire Safety and Safety of Places of Sport Act (1987)
· Electricity at Work Regulations (1989)
· Health and Safety-First Aid Regulations (1981)
· Personal Protective Equipment at Work Regulations (2002)
· Occupiers Liability Act (1957 and 1984)
· Reporting of Injuries Diseases and Dangerous Occurrences Regulations RIDDOR (1995) 
[bookmark: _Toc164550303][bookmark: _Toc1121297537]Emergency Plan
Evacuation and contingency procedures – In the event where an evacuation is necessary, all exit routes and fire exits will be highlighted prior and during the event. The building is a rectangular shape and has exists on both ends of the building. Once all attendees and staff are evacuated, a head count will be performed.
[bookmark: _Toc1618896687][bookmark: _Toc234188768]Sustainability Considerations
The event indulges in eco-friendly procedures through the venue providing bins for waste which are marked for recycling with general waste, plastic, food waste, etc. All sponsors are local to the Swansea area meaning none are travelling from far away, avoiding emissions from long distance travel.
[bookmark: _Toc1873105919][bookmark: _Toc989166949]New Economics and Legacy
The event contributes to long-term benefits by increasing people’s awareness about healthy lifestyles and encouraging positive habits such as regular exercise, balanced nutrition, and stress management. These events often provide health screenings that help with early detection and prevention of illnesses. They also connect people with healthcare professionals, support groups, and useful resources that can help them continue improving their health. In addition, bringing people together in a supportive environment can motivate individuals to maintain healthier behaviours, leading to better overall wellbeing over time.
The event has an economic impact due to the sponsors all being local which allows for the promotion of their businesses and products in return for their attendance.
The event encourages community engagement by bringing people together to take part in activities that promote health and wellbeing. It provides an opportunity for community members to meet, share experiences, and support each other in making healthier lifestyle choices. Local organisations, healthcare providers, and volunteers can also get involved, strengthening connections within the community. This participation helps build a sense of belonging, encourages teamwork, and motivates people to work together towards improving the overall health of the community. 
[bookmark: _Toc1652024373][bookmark: _Toc1456592186]Event Impacts
The event promotes healthy lifestyles, which in the long term can promote more sustainable decisions such as walking or cycling in place of vehicles. One of the event sponsors is also providing cans of water to all attendees, which is more sustainable than plastic bottles.
The event has positive social impacts by bringing people together and encouraging interaction within the community. It helps people build new relationships, strengthen social connections, and feel more included. The event also raises awareness about important health issues and as a result, can improve people’s quality of life and create a stronger, more supportive community.
[bookmark: _Toc39361066][bookmark: _Toc1282947387]Event Evaluation
A survey will be handed out to all event attendees after the event through Google Forms to provide feedback for the event. This allows for attendees to discuss what went well, what could be improved upon and potential issues. Google Forms is a free tool, easy to share, free, and keeps all responses organised in one place.
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