	Generic Risk Assessment

	Primary purpose of working on-site
	This Risk Assessment is written to enable students, visitors and invited guests to partake in and attend the Black Women’s Project Careers Conference on Saturday 22 March 2025. 
	Date
	7 March 2025

	Group Name 
	Black Women’s Project (Student Union Society) 
	Assessor
	Oghenevovwero Odeghe

	Supervisor
	Tatenda Mashaya (President, BWP)
	Primary site/location
	SJM (B135) City Centre Campus 

	Task/activity/travel frequency
	Black Women’s Project Careers Conference, 22 March 2025 
	Task/activity/travel duration
	10:30-16:00 

	Brief details/comments
	This is a ticketed Careers Conference for members of the BWP, students, visitors and invited guests.
This is a formal event with external speakers, who would make up two panels and give careers guidance, provide expertise, knowledge and insight to attendees. There would also be LinkedIn headshots provided, 1:1 CV sessions and a networking lunch. These activities will take place in lecture rooms. 
The risk assessment covers all locations. 
The organisers of this event will have the contact details of a UoS staff member from the Student Enterprise team as a point of contact for the duration of the event. This staff member will be onsite and based in the nearby Student Enterprise Zone (the Junction). 
This risk assessment should be used in conjunction with any other risk assessment available for use in certain locations. Where events involve external providers, this risk assessment should be used in conjunction with risk assessments provided by the external providers and does not supersede any control measures contained within.
This risk assessment has been written using information drawn from the Government’s website and the University’s Health & Safety Policy. Please note that guidelines may change at short notice.




[bookmark: The_risk_hierarchy_is_applicable_to_dete]The risk hierarchy is applicable to determining measures to control all risks. This assessment should be amended to be site specific and include sufficient detail to enable the health and safety of those using the space.

	(1) Risk identification
	(2) Risk assessment
	(3) Risk management

	Hazard (risk factor)
	Potential Consequences
	Inherent
	Control measures (use the risk hierarchy)
	Residual
	Further controls (use the risk hierarchy)

	
	
	Likelihood
	Impact
	Score
	
	Likelihood
	Impact
	Score
	

	






Transmission of COVID-19 
	Illness which could range from being mild to severe requiring hospitalisation.

Spread of the virus.
	3
	5
	15
	· Event communications will inform visitors of Covid safety arrangements in place to set expectations during the visit.
· Ensure that those who have symptoms of COVID-19, who feel unwell or who have been advised to self-isolate due to contact with an infected person do not go on campus and if on campus already are asked to leave.
· External (I.e. non-student/staff) visitors should be briefed ahead of arriving on site to ensure they understand their responsibilities and expected behaviours whilst on University premises.
· Attendees and staff encouraged not to share any items consumed, or cutlery/bottles used for the consumption of drinks. Disposable cups will be available at water dispensers, but attendees encouraged to bring their own water bottle.
	1
	5
	5
	The booking process will also ensure communication to visitors that clearly shows what is on offer and how we are keeping them and our staff/students safe.

	
	Poor student experience.
	
	
	
	
	
	
	
	Hand sanitiser available at points where more people are likely to gather.

	
	Loss of member resources due to sickness absence which could be long term.

Damaged reputation.

Increased cost of mitigation and loss of productivity and/or income.
	
	
	
	
	
	
	
	
Use of monitoring tool (ticket check on arrival) to ensure that the indoor space maximum capacity is not exceeded



	
	Increased anxiety or concern from those working on campus.
	
	
	
	
	
	
	
	

	
	Potential civil or union claims for failing to adequately protect employees.
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	· If using refillable water bottles, attendees should ensure these do not touch taps when refilling.

· All disposable cups or cutlery should be disposed of after usage

· All attendees encouraged to wash their hands thoroughly before and after eating or drinking.

For internal spaces:

· Frequent surface cleaning, especially in areas of higher footfall such as corridors and toilets.

· Windows in any indoor space should be open at all times to allow for ventilation. If need be, doors should also be left open

· A maximum capacity will be in place for indoor spaces and must not be exceeded.
	
	
	
	

	


Getting or spreading COVID-19 by not washing hands or not washing them adequately
	Illness which could range from being mild to severe requiring hospitalisation.

Spread of the virus.

Poor student experience.

Loss of member resources due to sickness absence which could be long term.

Temporary loss of work/learning space, accommodation, building or facility.
	3
	5
	15
	· Encourage frequent hand washing and ensure easy availability of alcohol gel.

· Reduce the need for frequent door opening where possible (excludes fire and security doors which must be kept shut)

· Ensure bins in shared spaces are emptied frequently throughout the day

· Ensure toilet occupancy and usage protocols are provided on all facilities and followed.
	1
	5
	5
	· Staff emptying any bins should wash their hands after handling them

	





Slips, trips and falls
	Slipping on a slippery or wet surface, tripping over an obstruction or damaged flooring.

Significant Injury such as broken bones or back injury.
	5
	4
	20
	· BWP members overseeing the set up and take down to ensure safe practices are followed
· Remove any trailing wires
· All items needing to be stored are kept out of the way of walkways and exhibitors encouraged to use space under tables.
· Tablecloths tucked in to remove overhang 
· Crowd control measures are in place to prevent overcrowding; ticket check will be used to monitor how many attendees are in the building, and BWP members will be monitoring this and communicating where attendance is high.
· Route and venue will be regularly maintained by BWP members
· Electrical cables installed will be secured with tape
· Queuing system in place for lecture theatres to avoid overcrowding 
· Hazard signage will be used if it is raining to ensure awareness if floors are slippery
· Toilets will be regularly checked, therefore ensuring any potential slips due to water are avoided
· Checking for any obstacles or barriers that could impede the movement of individuals with mobility impairments.
· Ensure spillages are cleaned away and wet floor signs used
	3
	3
	9
	· Consider signage to advise attendees of wet floors dependent on weather
· Independent risk assessments to be used as provided by external contractors where their events pose a slip, trip or fall hazard.



	













Accidents, incidents and injuries including sudden illness
	Illness, Injury or death.
	3
	4
	12
	· Security staff will be on site with a UoS staff member on call via phone (in-person via the Junction), to handle issues of safety and/or inappropriate behaviour.
· Attendees asked to declare any access or disability issues to allow support measures to be put in place
· Gangways will be kept as clear as practical - marketing materials; stands/exhibits will not protrude into gangways. Regular checks will be made by BWP members
· Ensure all areas are well lit and lighting is working appropriately.
· Hospitality and catering will be provided by suppliers with strict hygiene protocols in place. 
· Food allergens will be provided by the food supplier and clearly displayed

	1
	4
	4
	· Call 999 or 111 in the event of a First Aider being unavailable.

	
Welfare –tiredness, stressed staff, members, visitors or guests
	Wellbeing issues may have a significant impact on long-term mental health
	3
	4
	12
	· The Security team are trained in Mental Health First Aid and can also be contacted in wellbeing situations
· BWP team will to make sure members and guests are well looked after and encourage regular breaks and to eat and drink refreshments. 
· If in urgent need of help, contact 999 or 111

	1
	4
	4
	




	








Fire / Major Incident
	Serious injury or death
Smoke inhalation
Damage to buildings and equipment
	2
	5
	10
	· Before the event, all those working at the event should be made aware of their nearest muster point – Guildhall Square
· At the outbreak of fire, staff should raise the alarm by pressing the nearest alarm point
· Standard evacuation procedures should be followed and staff working at the event should immediately consult with staff at the venue that have had fire safety training (Student Enterprise team in the Junction) 
· Maximum capacities of venues must not be exceeded. SAs must be on hand to ensure all access/egress routes are kept clear and not over crowded, splitting groups into manageable sizes. Normal building access routes must be available
· BWP members are advised on what to do in case of an emergency (contact a member of the SE team in the Junction)
· All access/egress routes to be kept clear and not over crowded.
	1
	3
	3
	· Event organizer and staff will be informed of the evacuation procedures and assembly point during fire briefing prior to event. 
· Standard evacuation procedures should be followed and staff working at the event should have had fire safety training
· Contact details for security are provided For central security assistance call 023 8059 2811 or 023 8059 3301. Security have measures in place to escalate the incident to the correct authorities.



	





Moving, handling and lifting
	
Harm to person lifting heavy object 

Harm to people in the vicinity if object is
dropped
	4
	5
	20
	· Staff will be made aware of the HSE Manual Handling at Work guide downloaded from www.hse.gov.uk/pubns/indg143.pdf. 3.
· BWP to brief members on manual handling and provide guidance on moving resources around the campus and within the venue
· All BWP members and staff supporting the
event will be asked to read a copy of this Risk Assessment
· Staff will be encouraged to make full use of lifting equipment, such as the wheeled trollies and cages.

	2
	5
	10
	· Ask vendors/suppliers to move objects where possible
· Staff should not lift items they feel are too heavy or they are not comfortable lifting
· Where possible, staff should split the load with colleagues to make lifting easier

	





Food/drink Vendors
	Spillage leading to trips

Food safety/hygiene
	4
	5
	20
	· Dietary requirements for attendees asked for at the time of booking
· Specific food requirements requested from the external caterer (vendor) by the events organizer before the event.
· Food is sourced from vendor/restaurant with sufficient hygiene rating. Food Hygiene certificatation to be requested by event organiser.
· Food to be clearly labelled. 
· Allergen information requested from the vendor and clearly displayed.
· The organizer is responsible for ensuring that the vendor follows proper food & hygiene preparation practice and is fully trained.
· External catering to be delivered immediately prior to being served 
· Ensure everything is covered until served, served immediately on arrival, and removed after two hours. 
· Dietary requirements catered for (see above)
	2
	4
	8
	· Offer individually prepared items



	






Adverse behaviour
	
People causing a problem in the venue.
Members of the public becoming offended
Protestors causing disruption or blocking entrances and exits
	2
	2
	4
	
· Security management informed about the event.
· Security staff are available via phone, to handle issues of safety and/or inappropriate behaviour
· UoS staff from the Student Enterprise team working on site aware of event and acting as point of contact in event of a disturbance  
· Event staff briefed on the protocol in the event of any disturbances (see above) 

	2
	2
	4
	· 

	Transportation and parking
	Motor traffic accident, injury and vehicle damage

Accidents during transit.
	1
	1
	2
	· Attendees not given parking and advised to use public transport or local public parking. 
	1
	1
	1
	

	Communication
	Ineffective communication among staff, employers, and students. 

Poor student and attendee experience
	3
	3
	9
	· Establish clear communication channels among all parties involved.  
· Conduct a pre-event briefing to ensure everyone understands their roles and responsibilities. 
· Ensure any amends to schedules is reflected in communications prior to the event

	2
	2
	4
	

	Inadequate preparedness for emergencies. 
	Inadequate preparedness for emergencies. 
	1
	4
	4
	· Develop and communicate emergency procedures, including evacuation routes. 
· Ensure all staff are familiar with emergency protocols and know how to respond in various situations
	1
	1
	1
	

	Adverse Weather conditions
	Injury or accident caused by poor weather e.g., high winds, precipitation, or cold weather
	1
	2
	3
	· Staff briefed to wear appropriate clothing for the weather
· Staff encouraged to take breaks to keep warm or stay cool 
· Limit queuing outside 
	
	
	
	

	Brand and reputational risks
	Negative perception of event, leading to damaged reputation of BWP and University as a whole 

Protest activity 

Damaged relationship between BWP/university and attendees 

Technology failure
	2
	2
	4
	· Flagging any risks of confirmed attendees with University PR team
· Security guards present at venue.
· Address any negative feedback or incidents promptly and transparently
· Technology tested prior to event
	3
	2
	6
	

	Sustainability  
	Event results in a detrimental effect on environment 

	2
	2
	4
	· Waste management on day of event- ensuring there is ample recycling bins and waste is not contaminated. 
· Single use plastic avoided in giveaways and incentives for students 
	1
	1
	1
	

	Accessibility 
	Poor attendee experience
Attendees not able to access certain elements of the careers fair

	2
	3
	5
	· Ensure that the venue is wheelchair accessible, including ramps, elevators, and accessible restroom facilities.
· Information for dissemination provided in different formats and accessible versions available upon request.
· Talks are accompanied by visual aids 
· Accessible parking spaces are available for individuals with disabilities in local parking. 
	2
	2
	4
	Seek feedback from individuals with disabilities to identify and address any accessibility barriers or concerns at the start of the fair.

	Finance
	Budget overspend due to unexpected expenses

	2
	2
	4
	· Budget created and tracked by all team members
· Spend signed off by BWP President and SUSU. 
	2
	2
	4
	



	PART G - Approval

	Declaration by responsible manager: I confirm that this is a suitable & sufficient risk assessment for the activities identified above and that all residual risks can be reduced to as low as is reasonably
practicable (green)

	Signed
	Oghenevovwero Odeghe
	Print name
	Oghenevovwero Odeghe
	Date
	6/3/2025

	Declaration by senior manager authorised: I approve this assessment, confirm it is included within University insurance and accept the risks identified.

	Signed
	Tatenda Mashaya
	Print name
	Tatenda Mashaya
	Date
	6/3/2025








Assessment Guidance 
	1. Eliminate
	Remove the hazard wherever possible which negates the need for further controls

	If this is not possible then explain why
	












	2. Substitute
	Replace the hazard with one less hazardous


	If not possible then explain why
	

	3. Physical controls
	Examples: enclosure, fume cupboard, glove box

	Likely to still require admin controls as well
	

	4. Admin controls
	Examples: training, supervision, signage


	
	

	5. Personal protection
	Examples: respirators, safety specs, gloves
	Last resort as it only protects the individual
	




















	Impact

	Health & Safety

	1
	Trivial - insignificant
	Very minor injuries e.g. slight bruising

	2
	Minor
	Injuries or illness e.g. small cut or abrasion which require basic first aid treatment even in self-administered.  

	3
	Moderate
	Injuries or illness e.g. strain or sprain requiring first aid or medical support.  

	4
	Major 
	Injuries or illness e.g. broken bone requiring medical support >24 hours and time off work >4 weeks.

	5
	Severe – extremely significant
	Fatality or multiple serious injuries or illness requiring hospital admission or significant time off work.  


	LIKELIHOOD
	5
	5
	10
	15
	20
	25

	
	4
	4
	8
	12
	16
	20

	
	3
	3
	6
	9
	12
	15

	
	2
	2
	4
	6
	8
	10

	
	1
	1
	2
	3
	4
	5

	
	1
	2
	3
	4
	5

	
	IMPACT


	Likelihood 


	1
	Rare  

	2
	Unlikely 

	3
	Possible 

	4
	Likely 

	5
	Very Likely 
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5


