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This Document Contains both Part 1: Event Plan & Part 2: Risk Assessment. Both parts are required to be completed by the organising group. You will also need to complete a charity form linked here.
	Part 1

	 Event Plan 

	1A) Contact Information:

	Main Contact For The Event: Olaide Oni
	Email Address for Main Contact: oo2n22@soton.ac.uk
	Club or Society: MedSoc
	Contact Number:07410933200

	1B) Event Information: 

	Event Name: Christmas Carolling
	Event Date: 10th December 2025

	Event Venue/Venues:
Buttercross Statue, Winchester
	Total Attendees: 
50

	Event Timings:
	Set Up: 14:30
Event Start: 15:00
Event End: 17:00
Pack Down: 17:00

	Event Break down: 
(This includes everything happening at your event eg: fundraising, food provision and any performance or sporting activity.)
	Set Up: 14:30
· All carollers will be organised around the spot booked with carol sheets to help with the songs.
· A speaker will accompany the singing, playing the Christmas songs
· Money will be collected using the SumUp card readers and posters promoting the charities will be placed next to the carollers/ held by some of the carollers to show the public
· A set of songs prepared will be sung by the carollers
Event Start: 15:00
Event End: 17:00
Pack Down: 17:00

	Is this a Ticketed Event? If so please state the Name of the ticket on Boxoffice: 

You can set up Box-office tickets through your group's hub page for guidance on this click here:   
	No 
	How Much Are your Tickets? And how many are available? 

	N/A

	Overview of Event Concept: (Description of the activities taking place. This includes everything happening at your event eg: fundraising, food provision and any performance or sporting activity) 
	 Christmas carolling event held to raise money for the charities MedSoc is representing this year - Friends of Picu and WarChild

	Staff Hosting the event
(List all committee & Volunteers that will be present and responsible for the event, as well as their role) 
	All MedSoc Committee
Students who wish to attend and support

	Tech Requirements
(For a full list of what you can hire click here)
	Speakers brought by committee members


	Facilities Requirements
	N/A



	Food Requirements
(For full guidance on this click here) 

	N/A

	Security & First Aid Requirements
(Who are the qualified first aiders in the group should a medical emergency occur?)

	Call the local hospital for support and inform SUSU of the incident.


	Decorations that you are providing
	Posters and banners to advertise the charities

	Provisional Budget: 
(if you would like a more extensive budget tracker click here.) 
	N/A








	PART 2 

	(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
	

	General Considerations 

	Slips, trips and falls
	Physical Injury
	Carollers and supporters
	2
	4
	8
	• 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 food products/objects are cleaned up quickly and efficiently in the area. Contact emergency services or provide first aid if necessary.
• 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 poli
	2
	2
	4
	If the residual risk is green, additional controls are not necessary.  


	Medical Issues: 

Pre-existing and process for any medical issues that appear during the carolling event
	Illness
	Members, committee 
	3
	5
	9
	All clubs and societies should have a process for if a medical issue occurs. 

All should know the location of the nearest first aider. Members do not need to disclose medical information to committee (GDPR), but all committee should know how to find a first aider and help quickly. 




	1
	1
	1
	In an emergency, contact 999. 

Any incidents need to be reported as soon as possible ensuring duty manager/health and safety officers have been informed. Follow 

Ensure that any incidents involving public or others are recorded and addressed.

Follow SUSU incident reporting guide


	Charity Fundraising 
	
	
	
	
	
	
	
	
	
	

	Handling and storing card readers
	· Theft
· Individuals being mugged/robbed
· Loss/misplacement leading to financial loss

	Members and Participants
	3
	4
	12
	· Charity Event form completed, and RAG approval will be given
· Risk assessment to be approved by activities team
· Sum-up Card machine used to collect donations
· ALL donations to be taken via Sumup Machines

	2
	3
	6
	No Cash to Be Accepted at all. 

No card machines to be left unattended.

No Volunteers to be left alone with the card machine

In the event of theft committee members will: 
· Highlight the incident to any community police officers in the area/report to 111
· Report to SUSU Duty manager and Complete a SUSU incident report


	Abuse of Members and Volunteers 
	Members of the public or students may act violently towards volunteers. For example if they disagree with the cause.

	Volunteers and Participants 
	4
	3
	12
	No Volunteers are ever to be left alone. Always have at least 2 people particularly committee members in the space.
	2
	3
	6
	· Report to SUSU Duty manager and Complete a SUSU incident report
· Event organisers to call University Security if necessary.
· Emergency contact number for Campus Security:
Tel: +44 (0)23 8059 3311
· (Ext: 3311) 
· Building 32, University Road Highfield Campus.



	Venue/Location considerations
	Require certain licenses/sign off
	Organisers, Participates, SUSU
	1
	4
	4
	Ensure the Winchester council has been informed and a permit has been obtained for the carolling

Ensure proper booking process is followed for ALL bookings on and off campus. With no event going forward without Activities Approving the Risk Assessment. 
Off campus 
· Risk assessment
· Any bookings/contracts with external providers.
	1
	2
	2
	· Event organisers to call University Security if necessary.
· Emergency contact number for Campus Security:
Tel: +44 (0)23 8059 3311
· (Ext: 3311) 
· Building 32, University Road Highfield Campus.
· Follow SUSU incident reporting guide




	Adverse Weather

	• Injury • Illness • Slipping • Burns
	All
	4
	3
	12
	• Lead organiser to check the weather are suitable for activities on the day
• Warn those attending to prepare by wearing appropriate clothing and footwear e.g. via social media posts, email invites
If Cancellation is required ensure all relevant parties are contacted.
SUSU – subookings@soto.ac.uk
Uni – roombookings@soton.ac.uk 

Or your external contacts.

	4
	1
	4
	If adverse weather is too extreme to be controlled, the event should ultimately be cancelled or postponed to a different date

	External Events
	
	
	
	
	
	
	
	
	
	

	Travel 
	Transport to Winchester – participants and committee will make their own journeys to the meeting spot
	Event organisers, event attendees, 
	4
	3
	12
	Members are responsible for their individual safety though and are expected to act sensibly 
 

Event organisers will be available to direct people from the Southampton Central Station to the Winchester station and then to the Butter cross statue for the event


Be considerate of other pedestrians & road users, trying to pass by in the centres
	2
	2
	4
	Where possible venues chosen for socials will be local/known to members and within a short distance from each other. 
Contact emergency services as required 111/999

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

	Members getting lost or separated in Winchester. Members leaving an event/activity alone or without notifying others. Travel by car, train, bus, plane when leaving the local area. 


	During the event participants may decide they want to leave, or they may get lost on the way 
	Event organisers, event attendees,  
	3
	3
	9
	If a person leaves without warning all efforts will be made to contact them


	2
	2
	4
	Follow SUSU incident report policy

Call emergency services as required 







	PART 2B– 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
	Complete a Charity Event form  and send this to suactivties@soton.ac.uk 
	Olaide Oni
	28/11/2025

	28/11/2025

	

	2
	Committee to Read and share SUSU Expect respect policy
	Olaide Oni
	28/11/2025

	28/11/2025

	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	

	
	
	
	

	Responsible committee member signature: 

	Responsible committee member signature: [image: A close up of a paper

AI-generated content may be incorrect.]

	Print name: Olaide Oni
	Date 28/11/2025
	Print name: Pedro Caballero
	Date 28/11/2025







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
	


	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


 
	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.  


Risk process
1. Identify the impact and likelihood using the tables above.
2. Identify the risk rating by multiplying the Impact by the likelihood using the coloured matrix.
3. If the risk is amber or red – identify control measures to reduce the risk to as low as is reasonably practicable.
4. If the residual risk is green, additional controls are not necessary.  
5. If the residual risk is amber the activity can continue but you must identify and implement further controls to reduce the risk to as low as reasonably practicable. 
6. If the residual risk is red do not continue with the activity until additional controls have been implemented and the risk is reduced.
7. Control measures should follow the risk hierarchy, where appropriate as per the pyramid above.
8. The cost of implementing control measures can be taken into account but should be proportional to the risk i.e. a control to reduce low risk may not need to be carried out if the cost is high but a control to manage high risk means that even at high cost the control would be necessary.


	Likelihood

	1
	Rare e.g. 1 in 100,000 chance or higher

	2
	Unlikely e.g. 1 in 10,000 chance or higher

	3
	Possible e.g. 1 in 1,000 chance or higher

	4
	Likely e.g. 1 in 100 chance or higher

	5
	Very Likely e.g. 1 in 10 chance or higher
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