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Event Information
Committee member organiser contact number: 07305475690
· Event set-up time: 18:45
· Event start time: 19:15
· Event end time: 22:45
· Event pack-down time: 23:15
· Any live performances: n/a
· Bar provision: n/a
· Food/catering provision: n/a
· Security provision: Security Nation, 6 security guards from 18:45 to 22:45
· First aid provision: provided by Blue Funnel Cruises
· Any entertainment, event equipment or installations: DJ equipment
· Is the event ticketed: Yes
· Provisional budget: total cost is £3,404.80

Tech provision: 
· SUSU are providing tech equipment 
· All equipment is PAT tested
· Equipment will be set up by experienced technician with PPE (steel toe capped boots)
· Safety chains will be used to secure equipment in the event of choppy water
· The technician responsible for the AV equipment has public liability insurance up to £10million
· The DJ has public liability insurance up to £2.3million
· Soundsystem levels will be checked before guest boarding and will not exceed the Event LAeq of 107dB(A)









	PART A 

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

	Hazard
	Potential Consequences

	Who might be harmed

(user; those nearby; those in the vicinity; members of the public)

	Inherent
	
	Residual
	Further controls (use the risk hierarchy)

	
	
	
	Likelihood
	Impact
	Score
	Control measures (use the risk hierarchy)
	Likelihood
	Impact
	Score
	

	Slips, trips and falls 
	Physical injury
	Event organisers and attendees 
	2
	4
	8
	· All boxes and equipment to be stored away from main meeting area, e.g. stored under tables 
· Any cables to be organised as best as possible
· Cable ties/to be used if necessary
· Floors to be kept clear and dry, and visual checks to be maintained throughout the meeting by organizers. 
· Extra vigilance will be paid to make sure that any spilled drinks  are cleaned up quickly and efficiently in the area.
· Report any trip hazards to facilities teams/venue staff asap. If cannot be removed mark off with hazard signs 
	1
	4
	4
	· Injured person to be assisted by trained first aider on board
· Inform boat crew or captain immediately — they may have protocols for reporting incidents or docking early if needed
· Contact emergency services if needed 
· All incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed. Follow SUSU incident report policy

	Setting up of Equipment. DJ equipment
	Physical strain from lifting equipment
	Meeting organisers 
	2
	3
	6
	· Make stall operators aware of the potential risks, follow manual handling guidelines
· Ensure that at least 2 people carry heavy equipment
· Work in teams when handling other large and bulky items.
· Make sure anyone with any pre-existing conditions isn’t doing any unnecessary lifting and they are comfortable
· All equipment is PAT tested
· Equipment will be set up by experienced technician with PPE (steel toe capped boots)
· Safety chains will be used to secure equipment in the event of choppy water
· The technician responsible for the AV equipment has public liability insurance up to £10million
· The DJ has public liability insurance up to £2.3million
· Soundsystem levels will be checked before guest boarding and will not exceed the Event LAeq of 107dB(A)
	1
	3
	3
	· If equipment fails or sparks/smokes, power to be immediately shut off and boat crew notified
· Contact boat operator or onboard technician (if provided) for urgent support.
· Inform attendees to avoid the area and allow only crew or event staff near affected equipment.
· Seek assistance if in need of extra help from facilities staff/venue staff if needed
· Contact emergency services if needed 
· All incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed. Follow SUSU incident report policy

	Inadequate event space- overcrowding, not inclusive to all members
	Physical injury, distress, exclusion 
	Event organisers and attendees
	1
	3
	3
	· Committee to check on venue pre-booking, checks on space, lighting, access, tech available 
· Ensure space meets needs of members e.g. considering location & accessibility of space
· Committee to consult members on needs and make reasonable adjustments where possible   
· Confirm the boat’s licensed capacity and ensure guest numbers do not exceed it (including staff, DJs, security, etc.)
· Use a ticketed entry or wristband system to control the number of attendees

	1
	3
	3
	· Seek medical attention if problem arises
· If an area becomes too crowded, security/staff to temporarily restrict access or redirect attendees to another part of the venue.
· Inform the boat crew if safety is compromised — they may take action or adjust access to spaces (e.g., limit upper deck use).
· Make announcements over the PA system to manage crowd movement if needed
· Committee WIDE training 
· All incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed. Follow SUSU incident report policy

	Alcohol consumption 
	Antisocial / aggressive behaviour, illness from overconsumption, alcohol poisoning
 
	Event organisers, event attendees,  
	3
	4
	12
	• Members are responsible for their individual safety though and are expected to act sensibly 
• Initiation behaviour not to be tolerated and drinking games to be discouraged
• Bar Security staff need to be alerted and emergency services called as required. 
• The consumption of alcohol will take place at licensed premises. The conditions on the license will be adhered to and alcohol will not be served to customers who have drunk to excess
• Society to follow and share with members Code of conduct/SUSU Expect Respect policy
	2
	3
	6
	• Boat crew to be informed if intoxication poses a safety concern (e.g. near railings or exits).
• First aider to assess if medical support is needed
• If someone becomes overly intoxicated or a risk to themselves/others, security staff to intervene and escort them to a safe area
• Follow SUSU incident report policy
• Call emergency services as required 111/999
• Committee WIDE training

	Travel to and from venue
	Vehicles collision -causing serious injury 
	Event organisers, event attendees, Members of the public 
	4
	3
	12
	• Members are responsible for their individual safety when travelling to and from the venue, and are expected to act sensibly 
• local venue known to UoS students chosen 
• Attendees will be encouraged to travel in groups. Members will be encouraged (but not expected) to look out for one another and check in throughout the night where possible. 
• Avoid large groups of people totally blocking the pavement or spilling into the road. 
• Anybody in the group who is very drunk or appears unwell and therefore not safe should be encouraged to go home, ideally with another member. If required a taxi will be called for them. 
• Be considerate of other pedestrians & road users, keep disturbance & noise down. 

 
	2
	fire
	4
	• Venue is known to members, with clear directions and methods of travel offered to everyone attending
• Contact emergency services as required 111/999
• Incidents are to be reported as soon as possible ensuring the duty manager/health and safety officer have been informed.
• Follow SUSU incident report policy

	Medical emergency at sea
	Members may sustain injury /become unwell 

pre-existing medical conditions 
Sickness 
Distress

Delayed medical assistance,
Worsening condition

	Members
	2
	5
	10
	· Advise participants; to bring their personal medication
· Members/Committee to carry out first aid if necessary and only if qualified and confident to do so
· Contact emergency services as required 111/999
· Ensure boat has a first aid kit and AED (automated external defibrillator) if possible
· Have trained first aiders onboard
· Attendees with known medical conditions encouraged to notify organisers in advance (confidentially)
· Confirm boat has communication equipment to call emergency services
	1

	5
	5
	
· Incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed.
· Identify nearest points along route for emergency docking
· Brief crew and event team on emergency medical protocol
· Follow SUSU incident report policy

	Insufficient Fire Safety awareness
	If a fire alarm is triggered, people may not know where to go- 
Crushing, falls, burns and smoke inhalation arising from induced panic, reduced space, build-up of flammable materials i.e. waste cardboard/boxes.
	Members
	2
	5
	10
	·   Ensure the boat operator delivers a mandatory safety briefing at the start of the event, covering fire exits, alarms, and assembly points.
· Confirm the boat is compliant with marine fire safety regulations, including having working extinguishers, alarms, and emergency lighting.
· Do not allow open flames (e.g. candles, sparklers) on board
· All staff and volunteers to be briefed on fire procedures, including use of extinguishers and location of emergency exits.
· Avoid overloading power sockets when setting up equipment (especially DJ and lighting).
· Build-up of rubbish is to be kept to a minimum. Excess build up is to be removed promptly and deposited in the designated areas.
	1
	5
	5
	· All incidents are to be reported as soon as possible ensuring the duty manager/health and safety officer have been informed.
· Call emergency services and venue staff 
· Follow the boat’s emergency evacuation procedure — attendees directed to muster points or lifeboats as instructed by crew.
·   Staff to assist in calm and organised evacuation, prioritising vulnerable individuals.
· Follow SUSU incident report policy

	Disturbance to public
	Conflict, noise pollution, crowds 
	Event organisers and attendees, general public 
	2
	2
	4
	·  Ensure music levels on the boat comply with local noise regulations, especially when docked near residential areas
· Brief DJs and event staff on any agreed volume limits or curfews set by the boat operator or harbour authority
· Appoint stewards or security to oversee boarding and disembarkation, encouraging quiet and orderly conduct.
· Encourage attendees to travel in small groups and avoid shouting or playing music in public areas before/after the event
	1
	2
	2
	· If complaints are received during the event, lower music levels or adjust announcements immediately
· If crowd behaviour at docking or in public becomes disruptive, security staff to intervene and manage the group
· Work with the boat company to respond to any reports from local authorities or members of the public

	Financial risk
	Group debt
	Group members, SUSU
	4
	3
	12
	Expected profit (tickets over 124 sold) to be split 3 way across the three clubs
If not enough tickets are sold, leftover money owed will be paid for by the three clubs equally
Deposit of £500 already paid, any disasters that mean the event cannot go ahead will result in cancellation, and the three clubs will lose out on £500, all tickets purchased to be reimbursed
	2
	3
	6
	· Frequent discussions held committee wide to ensure targets are met and on track.
· Records held of all transactions, ticket sales, invoices to support

	Falling overboard
	Drowning, hypothermia, physical injury
	Attendees, event organisers, security personnel
	2
	6
	10
	• Safety briefing at the start of the event including rules around staying away from edges unless necessary
• Barriers/railings to be in place and checked prior to boarding
• Ensure the boat company provides sufficient life-saving equipment (life rings, etc.)
• Event staff/security to monitor guest behaviour, especially near open areas
• No access to restricted areas without supervision
	1
	5
	5
	• Security staff briefed to monitor intoxicated or risky behaviour near edges
• Designated safety officers assigned for the evening
• Ensure boat staff have a clear emergency recovery procedure
• Contact boat crew or security immediately in the event of an incident





	PART B – Action Plan

	Risk Assessment Action Plan

	Part no.
	Action to be taken, incl. Cost
	By whom
	Target date
	Review date
	Outcome at review date

	1
	• Risk assessment shared with all organisers and checked through before the event


 
	Joe Swain
Abby Mann
	10/05/25
	01/06/25
	

	2
	Committee to read and share SUSU Expect Respect Policy 
	Joe Swain
Abby Mann
	10/05/25
	01/06/25
	

	3
	Make sure DJ/Photographer in contact with SUSU and Blue Funnel Cruises to ensure smooth and safe setting up of equipment
	Joe Swain
Abby Mann
	23/05/25
	01/06/25
	

	Responsible committee member signature: 

	Responsible committee member signature: 
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	Print name: JOSEPH SWAIN

	Date: 06/05/25
	Print name: ABIGAIL MANN
	Date: 06/05/25
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