[bookmark: _GoBack]Event Risk Assessment:

Title: group trip to coffee shop
Date: 15/03/2019

	Event Description
	Coffee excursion 

	Department:
	SHOE

	Event Location:
	RH001 to the cawd

	Event Organiser (Module Lead) Name
	Amanda Owen

	Student Event Manager 
	Kirsty Briscoe

	Numbers of students attending
	5

	Students with additional needs (please describe)
	2 with auto immune disorder

	Numbers of staff attending
	0

	Number of first aiders attending
	1 Lauren Watkins

	Start Date:
	15/03/2019

	Return Date:
	15/03/2019

	Event Details:
	Walk to campus coffee shop 

	Route:
	Going from RH001 to the cawd via the small carpark entrance, through the double doors near the library, up the walk ramp, down the stairs, though the door, short walk through the computer room arriving at the coffee shop.






Examination and Description of Health and Safety Legislation Included (500 words)
	
A trip was arranged from RH001 to the coffee shop in the quad within the university campus. Following guidelines set out in accordance to health safety legislation, procedures were put in place prior to the trip taking place to protect all persons involved in the excursion. As the trip was going to be a walking trip all be it a short walk it is still important to make sure that route is safe to do so. Things like uneven pathways, wet weather causing walkways to be slippery, any obstacles that cause a trip or a fall. Due to the nature of the excursion certain considerations needed to be considered, such as the food safety act 1990. This would involve the cleanliness of the coffee shop itself, if the correct allergens policy is in place, what the food hygiene rating is, in this case the hygiene rating is 5, this is the highest award given, the local council environmental health officers are responsible for giving these awards. A 5 indicates high quality cleanliness and confidence in management. All food handlers are required to hold basic food hygiene certificate level two, (legislation.gov.uk). considerations that should also be considered are those of disabled persons, for example is the venue of event easily accessible for persons using wheelchairs, in this case yes. The coffee shop is all on ground level and there is a disabled toilet on the same level. The disability act 1995 states that organisations have a responsibility to ensure that disabled persons have the same access to services as non-disabled persons do. The law states that organisations, schools, universities and so on have a duty to make reasonable adjustments as necessary, (citizenadvice.org.uk) According to health and safety legislation, the management of a company or organisation have a legal duty to provide employees with health and safety information. Also, a competent person must be appointed to carry out the following, risks assessments must contain, identified hazards, identify if any persons could come harm, what action would be taken if necessary and how an incident would be recorded, (pcs.org.uk).  within health and safety law it states that employers also have a responsibility to ensure that there are always adequately trained first aid staff on site, there should always be a correctly stocked first aid box and accident record book. There must always be a record keep of any accidents that may happen. A first aid risk assessment must be regularly kept up to date, (first response.org.uk).   Health and safety legislation are in place to maintain the safety not just of the employees within a company or organisation but those of any persons visiting, these include hospitals, shops and schools and so on. There is different legislation for different types of company, it is important that company owners and organisation managers and staff keep up to date with any changes, (hse.gov.uk). According to the HSE the law states that good management and common sense would lead employers to considering what would be possible risks and advice staff accordingly, (HSE.gov.uk). it is important when taking any kind of trip that the leader of the group would have a list of all persons on the trip in case of accident or in the event of fire where the outing was being held.
REFERENCE LIST
Citizen advice (2019), discrimination of disability. Available at www. Citizenadivce.org.uk/law-and courts/discrimination (accessed 29th March 2019)
Health and safety executive (2019), health and safety at work regulations Available at www.hse.gov.uk( accessed 29th March 2019) 
Legislation (2019) health and safety legislation. Available at www.legislation.gov.uk (accessed 29th March 2019)
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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 in classroom such as chairs, student bags on the floor
	All persons on trip
	Observation of area, making sure all walk ways are free from obstruction. No running
	Group leader to highlight any risks
	KB
	Before leaving classroom

	
2
	Slip hazard by main entrance leading from and to classroom. Uneven gravel on pathway on route to coffee shop.
	All persons on trip especially 2 persons with additional needs.
	Extra precautions 
	Slip hazard sign by main door should be in place, report to estates management
	KB
	At time of event

	
3
	Car park
	All 
Be mindful of moving vehicles  
	Road safety
	
	KB
	During event

	
4
	Slippy steps leading down to the cawd
	All especially 2 persons with additional needs. 
	Be aware of wet floor sign at top of stairs, hand rails and chair lift in place.
	Report to estates management 
	KB
	Before event start

	
5
	
	
	Ensure lids on take away cups are secure, take away cups have card board protectors in place, safety checks on chairs and tables, check for any allergens. 
	First aid kit for trip, burns kit
	All persons on trip
	At time of event
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Review of Risk Assessment (250 words minimum; to be completed after event)
	Review Date:
	Click here to enter a date.

	
The event was a short walk to the coffee shop within the university grounds. The persons involved in trip we advised to be mindful of the possibility of other people and the possibility of cars on the way to the coffee shop. An observation was pointed out that there was in fact a hoover in the classroom by the main exit which could cause a trip hazard. Bags were under the tables so nobody else either leaving or entering the room could trip. There was a list of people that went to the coffee shop, this was in case of accident or fire so everyone in the group could be accounted for. It was explained before the group left that there is a slippery section of ground just outside of the door from the classroom. The day was a little wet, so extra care was taken on the walk-in order to make sure that nobody fell. There was a fair amount of leaves on the floor that could have made the ground more slippery. As it had been raining the wet floor sign was at the top of the flight of stairs leading to the IT suite extra care was taken, there is a leak in the glass roof above the stairs hence why there is a floor sign put at the top of the stairs. Once in the coffee shop the were no bags lying around as it was very quiet in there. All tables and chairs were secure and heat protectors on the cups were provided. The coffee shop itself is generally very clean and tidy. The trip went according to the plan that had been previously set out.  Everyone that went to the coffee shop on the trip were mindful of any hazards and of any other persons walking around the grounds.  There were no accidents or incidents whilst on the trip to the coffee shop . 











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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