Event Risk Assessment

Title: Risk assessment 
Date: 25/04/18

	Event Description
	Group discussion focussing on the risk assessment practises while hosting an event in the University Cafeteria

	Department:
	N/A

	Event Location:
	Canteen and refectory

	Event Organiser (Module Lead) Name
	Marie Pitson

	Student Event Manager 
	N/A

	Student Treasurer
	N/A

	Numbers of students attending
	30

	Students with additional needs (please describe)
	3 wheelchair users

	Numbers of staff attending
	6

	Number of first aiders attending
	2

	Start Date:
	23/04/18

	Return Date:
	23/04/18

	Event Details:
	Small focus group discussing safety procedures while hosting an event.

	Route:
	N/A

	Charity chosen:
	N/A



Examination and Description of Health and Safety Legislation
	“The Health and Safety at Work etc Act 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.” (Health and Safety executive 2018)
The Health and Safety at Work Act of 1947 was designed to give employers something to design risk assessments around, putting their employees first and to act upon those risks to make the working environment more suitable to those working in those conditions. The legislation ensures appropriate action can be taken when risks are found as employers have the knowledge of what risks need to be dealt with and the best way to do that. 
The Health and Safety Act of 1999 ensures the employer, and another are responsible for enacting proper procedures for employees while working. This means the employer must either be competent enough to make and enforce suitable decisions themselves or entrust that specific job with someone, so they can properly assess all possible situations and dedicate the right time and effort to fix any issues inline with the legislation. It also means employers must provide the means to do this for example, the financial ability to change the issue if need be. “The employer shall ensure that the number of persons appointed under paragraph, the time available for them to fulfil their functions and the means at their disposal are adequate having regard to the size of his undertaking, the risks to which his employees are exposed and the distribution of those risks throughout the undertaking” (Health and Safety Act 1999)
The Health and Safety Act of 1999 also states, “Every employer shall establish and where necessary give effect to appropriate procedures to be followed in the event of serious and imminent danger to persons at work in his undertaking, nominate a sufficient number of competent persons to implement those procedures in so far as they relate to the evacuation from premises of persons at work in his undertaking.” This means an employer or organiser of an event, for example, must provide adequate procedures to evacuate an area or remove their employees from a dangerous situation through a logical and well thought through plan and route ensuring the safety of their employees is the priority. (Health and Safety Act of 1999)
The University of Reading states “The Management of Health and Safety at Work Regulations 1999, require employers to make a suitable and sufficient assessment of the health and safety risks to employees and non-employees arising from their work activities, and this includes events.” This statement highlights that’s it is not just employees and the employer that must be factored into risk assessments. In a workplace this could be visitors or contractors but specifically in events this could include extra staff not accustomed to the venue or participants in the event itself. They must be included in the evacuation plans in case there is an emergency but also in the day to day running of the business or event venue. This protects both the employee from injury and the employer from liability claims. By factoring in every eventuality or possible need it means that if the venue were to need to adapt to a different ability, plans would already be in place to cater to that person’s specific needs. 
Health and Safety Executive have written a paper detailing how to effectively plan an event following Health and Safety Legislation. They state “Safety policies should also contain details of the organisation, which show how the policy will be put into practice. This part will describe the roles and responsibilities of other people that have been given safety duties (not ultimate responsibility as this cannot be delegated). The organisation section of the safety policy should contain other matters, eg a diagram showing the delegation of safety duties, the nomination of people with the authority and competence to monitor safety and the resources (in time and money) that are available for health and safety.” (HSE 1999) This policy effectively ensures everyone present knows what they should be doing. This would mean that those with positions of responsibility would know what needed to be done and how to fulfil their job properly and others would know who to follow and listen to. While attending an event it ensures visitors know who to go to directly if they have an issue, so it can be dealt with effectively or if there was a fire for example, the visitor would have a clean idea or who they needed to pay attention to for further details. 
The Workplace (Health, Safety and Welfare) Regulations 1992 state that “Employers have a duty under the Health and Safety at Work etc Act 19743 to ensure, so far as reasonably practicable, the health, safety and welfare of their employees at work. People in control of non-domestic premises have a duty towards people who are not their employees but use their premises. The Regulations expand on these duties and are intended to protect the health and safety of everyone in the workplace and ensure that adequate welfare facilities are provided for people at work.” This regulation means the business or event holder must factor in any being that may be in the workplace. In a business this would be the staff but, in an event, this would focus on all those that were in attendance. However, the same legislation states “People other than employers also have duties under these Regulations if they have control, to any extent, of a workplace. For example, owners, landlords or managing agents of business premises should ensure that common parts, common facilities, common services and means of access within their control comply with the Regulations.” This shows that when possible everyone must take responsibility and help maintain areas being used to a certain extent or report issues as soon as they happen. This could mean reporting a broken tap that could cause a spillage which in turn could cause someone to slip. 
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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
	Fire evacuation chair and stair usage/ accessibility including exits
	Wheelchair users and everyone present
	Single evacuation chair
Access route cards displayed
	Several more evac chairs to assist other wheelchair users
Better lighting in stair well areas
Access cards larger and clearer
Look into plans for another staircase as there is only one (long term)
	Maintenance team 
Fire warden advisor
Management teams
	ASAP and long term

	
2
	Hot food and beverages from the canteen
	Everyone especially those moving or consuming food and drink
	Small seating area in serving area
Regular hygiene checks
	More signs to make people aware
 Designated in and out route
A bigger seating area with proper tables
	Maintenance team
Everyone being mindful
	ASAP
Monthly checks

	
3
	Loose cables and wires causing trips or falls 
	Everyone, particularly partially sighted users
	Some wires are tacked away safely
No loose carpets or flooring
	More plugs made available, so wires aren’t stretched across walkways 
Safety tape used to mark permanent wires
	IT and maintenance 
	Weekly checks

	
4
	Uncovered plug sockets near sitting and eating areas
	Everyone, particularly those consuming beverages
	Some plugs have suitable covers fitted
Most are above floor level
	Suitable covers on all plugs to prevent injury or spillage into live wires
Suitable signs so users are aware of the dangers
	IT and maintenance
	Weekly checks

	
5
	Fire hose accessibility and fire hazard
	Everyone if there is a fire.
	Single hose near lifts
Previous fire assessments 
	Extra hoses to cover areas the other hose can’t easily reach especially in an emergency
Easy to access fire extinguishers
	Maintenance team plus Fire warden advisor
	ASAP
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Review of Risk Assessment 
	Review Date:
	25/04/18

	The risk assessment proved successful and all immediate suggestions were implemented within an appropriate timescale. 
Fortunately, there were not any fires during the event and therefore the extra evacuation chairs and fire extinguishers were not needed. However, if there were to have been a fire the venue would have been suitably prepared to deal with the issue quickly and effectively, ensuring the safety of the events participants. 
During the event, we implemented a one-way policy going into the canteen and also coming out. This meant people queueing to get in had a designated lane on one side while those leaving the canteen, possibly with hot food or beverages, had their own respective lane to avoid collision. This meant each person knew where it was safe for them to walk and people attending the event were able to enter the canteen and leave in an organised fashion. This system prevented accidents while the area was busy and assisted those attending that were differently abled as they felt safer in a specified area instead of having to shove past others in all directions.  Having regular food safety hygiene checks meant the food was safe for the participants to consume and ensured there weren’t any delayed issues with illnesses.
The loose permanent cables found during the risk assessment were taped back securely out of reach, so they weren’t at risk of being caught or pulled, ready for the event. This could have prevented major accidents if a participant had tripped or fallen during the preparation for the event or during the event itself. The temporary cables and wires were moved out of harm’s way and taped noticeably so to make others aware of their presence during the event. Any unnecessary cables and wires were completely removed. All desks needed were moved closer to plug sockets to avoid any tripping hazards from outstretched power cables, this again ensured no one was at risk of tripping over a loose cable while attending the event, preventing injury before it happened. 
The open plug sockets found during the risk assessment, near where drinks were being consumed were covered with the correct socket covers to prevent accidents from spillages or tampering. The relevant signs prewarning participants of the dangers of open plug sockets were also put in place and helped ensure no injuries were caused by electrical plug sockets.
In conclusion, the environment hosting the event was made safe enough to hold the event successfully in a professional manner, insuring participants safety at all times.  Also, safety rules were followed closely, and possible issues were raised immediately as to prevent accidents from happening in the first place.



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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