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	Risk Assessment

	Risk Assessment for the activity of
	Sikh Society x Amnesty International Society: External Speaker Talk

Description: Joint talk by external speaker Harsi Singh (Saving Panjab) on human rights abuses against Sikhs in India and the right to self-determination, followed by a moderated Q&A. Samosas served, and donations collected for Ensaaf through SUSU RAG.
Venue: Building 13, room 3021
Date: Thursday 19th November 
Time: 6:30 pm–8:30 pm (room booked 6:00 pm–10:00 pm for set-up and pack-down)
Expected attendance:50 (within the room's permitted capacity)
	Date
	Date
27 October 2026

	Unit/Faculty/Directorate/Club or Society 
	Sikh Society, with Amnesty International Society
	Assessor
	Arjan Singh Juttla (Treasurer, Sikh Soc)

	Line Manager/Supervisor/President 
	Arjan Jugad Singh, President (Sikh Soc)
	Signed off
	Pending SUSU Activities digital sign-off

	  Description of activity/event
	Joint evening talk run by the Sikh Society and Amnesty International Society for students, held on Thursday 19th November, 6:30 pm–8:30 pm, in Building 13, room 3021 (booked 6:00 pm–10:00 pm to allow set-up and pack-down). External speaker Harsi Singh from Saving Panjab will give a seated talk on human rights abuses against Sikhs in India and the right to self-determination, followed by a Q&A moderated by a committee chair. Flyers about the human rights activist Jaswant Singh Khalra will be handed out. Samosas ordered from Pinky's Samosa shop will be served. Optional donations for Ensaaf will be collected on the night through SUSU RAG, using a RAG contactless card machine. No alcohol is involved and attendees will not travel between locations. The talk will follow the SUSU external speaker process and the University's Code of Practice to Secure Freedom of Speech within the Law. Review this assessment if the venue, speaker, format or activities change.




	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
	Soft-tissue injuries such as sprains and bruising; possible fractures.
	All attendees, organisers, the speaker and venue staff
	2
	3
	6
	Check the room for uneven surfaces and obstacles before attendees arrive. Keep floors clear and dry, and store bags, coats, flyer boxes and food trays away from walkways. Secure any cables for the projector or microphone. Serve food from a set table and clean up any food or drink spills promptly. Organisers carry out visual checks throughout the event.
	1
	3
	3
	For serious injury or significant pain, seek medical attention and call 999 in an emergency. Report hazards to venue staff and record incidents through the SUSU incident report procedure.

	Fire
	Smoke inhalation, burns or potentially fatal injury; falls or crushing if evacuation is not calm.
	All attendees, organisers, the speaker and venue staff
	1
	5
	5
	Organisers to familiarise themselves with Building 13's fire procedures, nearest exits and assembly point before the event. Keep exits and escape routes clear. Brief attendees and the speaker at the start on the nearest exits and the need to evacuate immediately if the alarm sounds. Keep an attendance list so everyone can be accounted for. No candles or open flames are used.
	1
	4
	4
	Raise the alarm, evacuate calmly and call 999 once safe. Contact Campus Security on 023 8059 3311 (ext. 3311). Notify venue staff and report the incident through SUSU procedures.

	Setting up or moving chairs, tables and equipment
	Bruising, strains or fractures from lifting or tripping over furniture.
	Organisers, volunteers and attendees nearby
	2
	3
	6
	Only organisers rearrange furniture, before attendees arrive (the room is booked from 6:00 pm for set-up) and after they leave. Use safe manual-handling practices; at least two people move large or bulky items. Do not lift items beyond personal capability.
	1
	3
	3
	Stop if an unsafe set-up is identified. Seek venue staff assistance and medical help if required. Record any incident.

	Overcrowding / inadequate space
	Collisions, falls, distress or blocked emergency exits.
	Organisers, attendees and the speaker
	2
	3
	6
	Confirm the permitted capacity of Building 13, room 3021 and keep attendance within it. Use a sign-up form where possible so numbers are known in advance, and close sign-ups if capacity is reached. Arrange seating to leave clear routes to the exits and the food table.
	1
	3
	3
	Stop admitting people once capacity is reached. Pause the event and move people to a safer space if crowding occurs, and follow venue staff instructions.

	Accessibility: entrances, exits and activity space
	Some attendees may be unable to access the event or evacuate safely without suitable arrangements.
	Attendees, organisers, the speaker and visitors
	2
	5
	10
	Before the event, check accessible entrance routes, toilets, seating and emergency exits for Building 13, room 3021. Ask attendees and the speaker to share any access requirements in advance and make reasonable adjustments where possible, such as reserved seating near the front or near exits.
	1
	5
	5
	If a person may be unable to evacuate safely, alert venue staff/Campus Security and emergency services and follow the building's evacuation plan. Report access issues and incidents.

	Electrical equipment / cables (projector, laptop and microphone)
	Electric shock, trips or equipment-related injury.
	Attendees, organisers, the speaker and venue staff
	2
	4
	8
	Use the room's built-in projector and audio equipment where possible. Test the speaker's laptop and slides before attendees arrive. Do not use damaged plugs, leads or devices. Secure cables so they do not cross walkways.
	1
	4
	4
	Stop using faulty equipment and inform venue staff. Seek medical attention if required and report any incident.

	Noise disturbance to nearby rooms and building users
	Complaints, conflict with other building users or disruption to nearby teaching and study spaces.
	Other building users, venue staff, organisers and attendees
	2
	2
	4
	Keep any microphone or audio at a volume suitable for the room and keep doors closed during the talk. Start and finish on time (6:30 pm–8:30 pm) and leave the room by the end of the booking at 10:00 pm.
	1
	2
	2
	Lower the volume or pause the event if a complaint is made. Follow venue staff instructions and report any conflict through SUSU procedures.

	Medical emergency or illness
	Illness or injury requiring first aid or emergency treatment, including from pre-existing medical conditions.
	Attendees, organisers and the speaker
	2
	5
	10
	Before the event, identify Building 13's first-aid arrangements and how to contact Campus Security. Ask attendees to bring any personal medication they may need; they do not need to disclose medical details to the committee. Only trained or confident people should give first aid.
	1
	5
	5
	Call 999 for a serious or life-threatening emergency. Contact Campus Security on 023 8059 3311 (ext. 3311) or the building first aider, stay with the person if safe, and record the incident through the SUSU incident report procedure.

	Food: samosas (allergies, food hygiene, choking and burns)
	Allergic reaction (potentially severe), food poisoning, choking, or burns from hot food.
	Attendees, organisers and the speaker
	2
	5
	10
	Samosas will be ordered from Pinky's Samosa shop, a registered food business; check its food hygiene rating before ordering. Obtain full ingredient and allergen information from the shop in writing and display it at the food table, along with whether the samosas are vegetarian. Do not say any item is allergen-free unless the shop confirms it. Collect the order shortly before the event and keep it covered. Organisers wash or sanitise their hands and serve with tongs, napkins and plates. Let hot samosas cool before serving, and serve food while people are seated, at the end of the talk or in a break. Dispose of leftovers at the end of the event; do not store them for later. Follow SUSU food provision guidance.
	1
	5
	5
	For a suspected severe allergic reaction or choking, call 999 immediately and contact Campus Security on 023 8059 3311 (ext. 3311) or a first aider. Do not serve any item whose allergen information is missing or unclear. Record the incident.

	External speaker: content of the talk (human rights abuses against Sikhs in India and the right to self-determination)
	Content could breach the law or SUSU/University policy, cause offence, or lead to complaints and reputational harm.
	Attendees, organisers, the speaker, both societies, SUSU and the University
	2
	4
	8
	Submit the external speaker request for Harsi Singh (Saving Panjab) through the SUSU external speaker process in advance, and do not hold the event until it is approved. Brief the speaker beforehand on SUSU's external speaker policy and the University's Code of Practice to Secure Freedom of Speech within the Law: content must remain lawful, with no incitement to violence or hatred and no support for proscribed organisations. A committee member chairs the event, introduces the speaker and the ground rules, and has the authority to pause or end the talk. Describe the speaker and topic accurately in all promotion.
	1
	4
	4
	If the talk or discussion breaches the law or SUSU policy, the chair pauses or ends the session and informs SUSU Activities. Record and report any incident through SUSU procedures.

	Distressing subject matter (accounts of killings, torture and enforced disappearances)
	Attendees may become upset or distressed, especially those with personal or family connections to the events discussed.
	Attendees, organisers and the speaker
	3
	3
	9
	Include a content note in all promotion and at the start of the talk. Make clear that attendees can step out at any time without explanation. Welfare Reps or committee members from both societies are available during and after the event. Signpost support at the end, including The Student Hub (023 8059 9599, studenthub@soton.ac.uk) and Samaritans (116 123).
	2
	2
	4
	Check in with anyone visibly distressed, offer a quieter space nearby and refer them to the society's Welfare Reps or The Student Hub.

	Heated debate, or inappropriate, discriminatory or aggressive behaviour (in person or online)
	Distress, intimidation, arguments, injury or reputational harm.
	Attendees, organisers, the speaker and venue staff
	2
	4
	8
	The chair sets ground rules at the start: respectful discussion, one person speaks at a time and no personal attacks. The chair moderates the Q&A, takes questions by raised hand and can close a line of questioning that becomes hostile. Follow SUSU's Code of Conduct and Expect Respect policy. Monitor both societies' social media and remove abusive comments. Do not physically intervene in violence; seek security support.
	1
	3
	3
	Separate people if safe, contact Campus Security and call 999 if there is immediate danger. Record and report incidents to the appropriate SUSU team.

	Counter protest, discrimination or hostility directed at the event
	Distress due to threatening or aggressive behaviour; injury due to assault or violence; attendees feeling unsafe.
	Organisers, attendees and the speaker
	2
	4
	8
	Given the topic, inform Campus Security of the event's date, time, room and subject in advance. Advise attendees not to engage with or respond to any counter protest, abuse or aggressive behaviour. At least four committee members across both societies are present throughout; no organiser is left alone. Keep the room door closed during the talk. If a disruption occurs and it is safe to do so, stay together and move the group away from the situation. Follow SUSU's Code of Conduct and Expect Respect policy.
	1
	4
	4
	Event organisers to call Campus Security on 023 8059 3311 (ext. 3311) if necessary, or 999 if there is immediate danger. Do not physically intervene. Report any incidents via UoS reporting tools and the SUSU incident report procedure; hate incidents can also be reported to the police on 101.

	Flyers and printed materials (Jaswant Singh Khalra)
	Inaccurate or misleading content could cause complaints or reputational harm; dropped flyers could create a slip hazard or litter.
	Attendees, both societies, SUSU and the University
	2
	2
	4
	Both committees review the flyer content for factual accuracy and lawfulness before printing, and share it with SUSU alongside the external speaker request. Hand flyers out at the entrance or leave them on a table, with no pressure to take one. Collect leftover and dropped flyers during pack-down.
	1
	2
	2
	Withdraw any material found to be inaccurate and address complaints promptly through the SUSU Activities Team.

	Photography, filming and attendee privacy
	Attendees could be identified online without consent, leading to distress, harassment or concern for family members, given the sensitive topic.
	Attendees, the speaker and organisers
	2
	3
	6
	Announce at the start whether photos will be taken and seat anyone who does not wish to be photographed out of shot. Only post identifiable photos or videos with consent. Do not record or livestream the talk or Q&A unless the speaker and attendees have agreed in advance.
	1
	3
	3
	Remove any photo or video promptly on request, and report any harassment through UoS reporting tools and SUSU procedures.

	Hosting the external speaker and coordinating a joint event
	Unclear roles between the two societies, the speaker being unfamiliar with the building or its emergency procedures, or key tasks being missed.
	The speaker, organisers and attendees
	2
	2
	4
	Agree roles with Amnesty International Society in advance (chair, speaker host, stewards, food, flyers, set-up and pack-down) and share contact numbers. A named host meets the speaker at the building entrance, briefs them on the fire exits and event format, and stays with them throughout. Confirm the speaker's arrival time and any requirements beforehand.
	1
	2
	2
	If the speaker cannot attend, inform attendees promptly and postpone or adapt the event. Contact SUSU Activities if any issues arise.

	Charity collection for Ensaaf (card machine and any cash)
	Loss or theft of donations or the card machine; funds mishandled or not reaching the charity; attendees feeling pressured to give; complaints or reputational harm if the collection is not run through SUSU RAG.
	Organisers, attendees, both societies, SUSU and Ensaaf
	2
	3
	6
	Run the collection through SUSU RAG: email susurag@soton.ac.uk, complete the RAG forms and get approval before the event, including confirming that Ensaaf can receive donations through RAG (if not, donate to Amnesty International UK instead). Collect donations on the RAG contactless card machine. If cash is accepted, use only RAG-supplied sealed collection tins, and two committee members count any cash together before handing it to RAG. Never collect donations into personal bank accounts. A named committee member keeps the card machine with them at all times. Make clear that donating is optional and not a condition of entry, and display signage explaining where the money goes. Return the card machine to the Student Activities Office as soon as possible after the event.
	1
	2
	2
	If the card machine or any donations are lost or stolen, report it immediately to Campus Security and SUSU RAG. Report any incident through SUSU procedures.

	Personal safety travelling to and from the event after dark
	Feeling unsafe, accidents, or harassment while travelling home after the event ends in the evening.
	Attendees, organisers and the speaker
	2
	4
	8
	Encourage attendees to travel in groups and use well-lit routes and public transport where possible. At least two organisers stay together for pack-down and leave the building together before 10:00 pm. Remind attendees at the end of the event and share the Campus Security contact number.
	1
	4
	4
	Call 999 in an emergency or Campus Security on 023 8059 3311 (ext. 3311). Report any incidents via UoS reporting tools and SUSU procedures.

	Loss or damage to personal belongings
	Loss of valuables, distress or financial loss.
	Attendees, organisers and the speaker
	2
	2
	4
	Encourage attendees to bring only necessary valuables and keep personal belongings secure and away from walkways. The societies do not accept responsibility for storing personal items.
	1
	2
	2
	Help attendees contact venue staff/Campus Security about lost property. Report suspected theft or serious incidents and follow SUSU reporting procedures.

	Reputational risk
	Conduct at the event or on social media could harm either society, SUSU or the University.
	Sikh Society, Amnesty International Society, SUSU and the University
	2
	3
	6
	Follow this risk assessment, the approved external speaker request and SUSU's Code of Conduct/Expect Respect policy. Both societies agree all promotion before it is posted and describe the event, speaker and topic accurately. Keep the event inclusive and welcoming. Obtain permission before posting identifiable photos or videos.
	1
	2
	2
	Address concerns promptly, record incidents and report serious issues to the SUSU Activities Team.

	Legal and venue compliance
	The event may need to be stopped, or may cause injury or liability, if booking, external speaker or room-use requirements are not followed.
	Both societies, organisers, attendees, SUSU and the University
	1
	4
	4
	Book Building 13, room 3021 through the proper process (booked 6:00 pm–10:00 pm) and obtain risk-assessment, external speaker and SUSU RAG approval before the event. Follow University room policy, including capacity, equipment, food and safety rules, and leave the room as found. Confirm any requirements with SUSU Activities if unclear.
	1
	2
	2
	Do not proceed until the required booking, external speaker, RAG and risk-assessment approvals are in place. Contact the venue and SUSU Activities Team if requirements are unclear.




	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
	Submit the SUSU external speaker request for Harsi Singh (Saving Panjab), with the talk outline and the Jaswant Singh Khalra flyer.
	Arjan Jugad Singh
	As soon as possible
	Before promotion
	

	2
	Register the Ensaaf collection with SUSU RAG (susurag@soton.ac.uk) and confirm Ensaaf is eligible (if not, use Amnesty International UK). Collect and return the card machine.
	Arjan Jugad Singh
	As soon as possible
	Before the event
	

	3
	Brief the speaker on SUSU's external speaker policy, the UoS freedom of speech Code of Practice, the format and venue safety.
	Arjan Jugad Singh
	1 week before the event
	Event day
	

	4
	Agree roles with Amnesty International Society (chair, host, stewards, food, flyers, set-up) and share contacts.
	Both committees
	1 week before the event
	3 days before the event
	

	5
	Check Pinky's Samosa shop's hygiene rating, place the order and get allergen information in writing for a sign.
	Event committee
	3 days before the event
	Event day
	

	6
	Review the Jaswant Singh Khalra flyer for accuracy and lawfulness. 
	Both committees
	1 week before the event
	Event day
	

	7
	Add a content note and photo notice to promotion; prepare welfare signposting.
	Social Media Rep / Welfare Reps
	Before promotion
	Event day
	

	8
	Report any incidents through SUSU procedures and review this risk assessment after the event.
	Arjan Jugad Singh / committee
	After the event
	1 week after the event
	

	Responsible committee member signatures: 
	Responsible manager's signature: 

	Print name: Arjan Singh Juttla 
	Date: 25/10/26
	Print name: Arjan Jugad Singh
	Date: 25/10/26


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



1


2


3


4


5


16

