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	Risk Assessment

	Risk Assessment for the activity of
	21st of November Khartoum (2025) Screening and Q&A with union films

	Date
	03/11/2026

	Group name
	Sudanese Society
	Assessor
	Khensa Salah

	Supervisor
	Grace Doswell
	Signed off
	SUSU USE ONLY


	Description of event/activity 
	Held on the 21st of November. We will begin with a short PowerPoint about Sudan and the crisis. Then We will screen the movie and after the screening we will have a Panel include Southampton Alumni Phil Cox (director of the movie) and 7 other film creatives (4 in person and the rest is online) and hold a Q&A discussion about the movie. Licensing for film is paid at least two weeks before the screening. Pre-Packaged food and drink will be served by committee members and Volunteers. (See Separate Food and refreshments risk assessment). A representative of the charity beneficiary will also be in attendance.
Program Breakdown:
	Time 
	Programme
	Description

	5pm
	Doors Open
	Sudan Landscape visuals, exhibition and society stalls in the foyer. 

	6:00-6:15
	Welcome and local history
	A Short intro talk about the connections between Sudan and Southampton

	6:15-6:30
	Sadagaat (Charity) Talk 
	A short talk about Sudan and Sadagaat’s charity work there. 

	6:30-7:50
	Khartoum (2025) 
	Film Screening

	7:50-8:00
	Break
	Ten minute break before discussion

	8:00-8:30
	Panel Discussion
	With Filmmakers and a Moderator

	8:30-8:50
	QnA
	Can vary

	8:50-9:00
	Nile Active Keynote 
	By Ahmed Mohamed

	9:00-
	Closing remarks
	· A chance to revisit foyers, donate and get memorabilia.



At Least one committee member and projectionist will be present at the screening ( From Union Films) 
1) Night managers are always people from committee and oversee the Front of House. Role includes: Seeting up tables and chairs, and the refreshments bar, as well as showing volunteers how to do their role
2) Projectionists oversee the Back of house (Cinema). Role Includes: checking if the stairs are connected properly when the seats are put down, checking fire doors are clear and unlocked in case of emergency, checking if CO2 and water extinguishers are located on either side of the screen and in the projection booth and Screening the movie.




	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
	

	General Considerations (including group meetings)

	Falling down Cinema Stairs
	Physical Injury which can range from bumps and scratches to sprain or broken bones
	Volunteers, Committee, Audience 
	3
	3
	9
	 -  Projectionist will make sure that that the stairs are connected properly and are clear before the screening starts

· Stair lights and purple lights stay on during the trailers to allow late comers or people coming in and out to be able to see the stairs, but they will be turned off during the screening.

	2
	3
	6
	If a fall ends up with a person in discomfort or pain, we will seek medical attention from reception/SUSU staff.

If fall results in a severe accident, we will call 999.

All falls will be recorded on the accident and incident reporting form.


	Fire during film screening
	Serve physical harm - Burns, Inhaling smoke
	Volunteers, Committee, Audience
   

	2
	5
	10
	· Projectionist to check all fire doors in the venue able to be opened and pathways are clear of any debris or blockages. 
· Co2 and water fire extinguishers will be checked and ensured they are in the correct place on both sides of the cube screen and in the projection booth. 
· All committee members to be trained on venue’s fire procedures. Projectionists and committee members will be made to know that it is their responsibly to evacuate venue. 
· Volunteers and audience will be made aware of the fire doors when entering the venue.
	1
	5
	5
	In case of an emergency, please pull nearest fire alarm and ensure all participants leave the venue calmly and safely.  
 
Once in a safe position to do so, call the emergency services on 999.  
Any incidents need to be reported as soon as possible ensuring duty manager/health and safety officers have been informed. 
Follow SUSU incident reporting guide 
 


	Manual handling, including setting up of equipment. E.g. table and chairs 
	Bruising or broken bones from tripping over table and chairs
	Committee members
	2
	2
	4
	Follow manual handling guidelines. 
 
Ensure that at least 2 people carry tables or other bulky items. 
 
Setting up tables will be done by organisers. 
 
Work in teams when handling other large and bulky items. 
 
Request tools to support with the moving of heavy objects from SUSU Facilities/venue. E.g. hand truck, dolly, skates. 
 
Make sure anyone with any pre-existing conditions isn’t doing any unnecessary lifting and they are comfortable. 
 

	1
	2
	2
	Seek assistance from facilities staff/venue staff if needed. 
 
Seek medical attention from SUSU/venue Reception if in need. 
 
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 reporting guide


	Overcrowding
	Physical injury which involves crushing and a higher risk of falls. Distress, exclusion 
	Volunteers, Committee, Audience
   

	2
	3
	6
	- All screenings require a ticket no matter if free or paid so we can manage the amount of people entering the cinema. - We’ll also organise for more volunteers to be present at the event to manage the flow of crowds.

Committee checks on space, lighting, access, tech available, etc.


	1
	2
	2
	- Only those with a valid ticket will be able to enter the screening.
- Seek medical attention if problem arises. 
 - If an injury were to happen it will be reported via Accident and incident reporting form.

	Noise
	Ear pain and hearing lost (temporary or permeant)
	Volunteers, Committee, Audience

	4
	1
	4
	Every projectionist is required to find the loudest scene in the film and to settle volume at a comfortable level

	2
	1
	2
	- If the film is still found to be too loud after checking then the projectionist will adjust the volume to a comfortable level.

	Potential theft of SUSU/society's Equipment and audiences' personal belongings
	This could lead to personal items and Societies equipment being stolen 
	Volunteers, Committee, Audience

	2
	2
	2
	Attendees and volunteers encouraged to not leave items unattended during the event.
 - Volunteers’ belongings will be locked in the Union Films office during screenings. As well was the projection booth to be locked during the film
	1
	2
	2
	Any stolen items will report to SUSU.

	Alcohol 
	Anti-social behaviour, vomiting illness
	Audience

	2
	2
	4
	Alcohol is not served at Union Films.
	2
	1
	3
	We will not be able to control if someone who is attending the event is not sober, in case of emergency If Audience member attending is ill from being too intoxicated, we will alert the nearest SUSU staff/reception/security to administer first aid and if needed call emergency services.
 - Incident would be reported.

	Anti-social, aggressive or inappropriate Behaviour
	behaviours that will cause harm physical/emotional or make members uncomfortable.
	Volunteers, Committee, Audience

	3
	2
	6
	- Night managers will be vigilant of any behaviour that will cause harm physical/emotional or making members uncomfortable.
- Do not personally engage with any violent behaviour. Stay safe and move members away from the situation if possible, inform the SUSU Staff/police if necessary.

	2
	1
	2
	- Security will be available to de-escalate the situation
 - Incident would be reported.

	Refreshments 
	Allergies, food poisoning and choking.
	Volunteers, Committee, Audience

	3
	5
	15
	 - Food Items are stored correctly whether that be in fridge or in cool dry place to unsure the food won’t go off.
· Food sold will be pre-packaged items ordered from SUSU shop.
· Expiry dates will be checked and logged so members can keep track.
· Refreshments will be checked for any damage to packaging, discolouration or any other spoil and deposed of immediately if shown signs of expiry
· No nuts of any form will be served at Union films. 
 
	1
	5
	5
	· Call 999 if anaphylactic allergic reaction is noticed (even if EpiPen has been used), as well alert the nearest SUSU staff/reception/security to aid with medical attention.
· Menu to require a see allergy on product for common allergies 
· If choking is noticed alert nearest SUSU staff/reception/security for first aid.
· Choking, Food Poisoning and allergies would be reported to SUSU.

	Use of electronics
	Eye strain, electric shock, burns, injury due to trip hazards, causing fire 
	Volunteers/committee
	2
	4
	8
	Ensure regular breaks (ideally every 20mins) when using screens. 
 
Ensure screen is set up to avoid glare, is at eye height where possible. 
 
Ensure no liquids are placed near electrical equipment. 
 
Ensure all leads are secured with cable ties/mats, etc. 
 
For external venues, pre-check equipment and last PAT testing dates.

	1
	4
	4
	· Request support and advice from SUSU IT/Tech teams e.g. via Activities Team. 
 
· Seek medical attention as required. 
 
· Follow SUSU incident reporting guide 


	Not having the correct film license for screening
	Financial loss, reputational damage
	The society, SUSU or the University’s reputation 
	2
	1
	2
	Ensure correct film copyright license has been purchased and legal requirements have been met. 
Have a copy of license saved and available to be shown if needed. 
	1
	1
	1
	· Committee to stay up to date with UK 

	Reputational Damage


	External/guest speaker may say something which does not align with the views of the society. This may hold a reputational risk for the society.
	Someone may be offended by what is said. They may associate this offence with the society
The reputation of the society may be damaged.
	Society Members 
	2
	2
	4
	· Ask the external/guest speakers to prepare some slides for the lecture
· Discuss prior to event with the external/guest speakers the main topics of the event
· A member of committee will be present at the event so that they can mediate any issues that, although unlikely, arise
· A reputational risk is low risk as often the talks will be about the specialty itself, however it is important to consider this. As such prior to any events the topic will be discussed in some format with the external speaker. A member of committee will be present at each event and if needed can remind the audience that the views mentioned are the views of the speaker not the society specifically.
	1
	3
	3
	1. Any unacceptable behaviour to be reported.
2. If needed students will be reminded of the support services offered by the university.
3. All incidents are to be reported as soon as possible ensuring the duty manager/health and safety officer have been informed.
4. Call emergency services and University Security (on campus) or venue staff (external venue)
5. Emergency contact number for Campus Security:
6. Tel: +44 (0)23 8059 3311
7. (Ext:3311)
8. Follow SUSU incident report policy


	Craft activities


	Art Supplies : Henna
	Ingestion

Eye contamination

Poor ventilation/inhalation

Skin irritation
	Attendees
	2
	3
	6
	
Clear away any spills quickly and thoroughly.

Ensure location is well ventilated if necessary, including opening windows.

If food and/or drinks are being offered, ensure this will be in a separate area to the craft activity.

Inform attendees of the location of sinks/running water for washing eyes/hands.

Choose low toxicity options.

Keep lids of glue closed when not in use.

Keep packaging for information on ingredients.


	1
	3
	3
	Incidents are to be reported on the as soon as possible ensuring the duty manager/health and safety officer have been informed. 

Seek assistance from venue staff if needed. 

Follow SUSU incident report policy.

Contact emergency services as required 111/999. 


	Mess from art activities: Henna
	Increased risk of slips

Reputational damage of club/society/SUSU/UoS

loss of permission to continue activity

Damage to property

	Organisers, attendees, club/society, SUSU, UoS
	
	
	
	Committee/event organisers are responsible for leaving the venue as they found it.

Ensure enough time is planned in to activity for comprehensive clean up (especially If the space is booked after you).

Prompt clean up to avoid damage to equipment, so that it can be used again next time.

Use table and floor coverings where necessary.

Ensure the location of a sink is known, and that you have permission to use the sink.

Clear away any spills quickly and thoroughly.

Ensure you either have cleaning materials (e.g. cleaning spray and blue roll), or you have permission to borrow them from the venue for the purposes of cleaning up.

Ensure attendees adequately wash their hands to avoid transference.

Consider providing wipes to attendees.

	
	
	
	Choose water-based materials for easier cleaning.

Report any big spills that you are unable to adequately clean to venue staff.

Report any potential issues to SUSU Activities Team.




	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
	New Projectionists are to be trained and pass the projectionist exam.
	Zara Willis, Ash Pollard, Chenyu Fan, Angelina Remisio (Union Film)
	31/05/27
	01/06/27
	

	2
	Committee to read and share SUSU Expect Respect Policy  
	Relevant committee members – president to ensure complete.  (Union Film) 
	18/09/2026
	18/09/2027
	

	3
	Ensure appropriate licensing is in place ahead of screening.
	Relevant committee members – president to ensure complete. (Union Film) 
	At least one day before screening
	Ongoing
	

	
	Fill out External Speaker form for Phil Cox and rest of film crew and the charity representative. 
	Relevant committee member from Susoc
	At least 3 weeks before screening
	Ongoing
	

	
	Short presentation about Sudan and the cause we are donating towards
	Relevant committee member from Susoc
	At least one week before screening. 
	Ongoing
	

	
	Provide Tea and extra snacks
	Relevant committee member from Susoc
	At least one day before screening
	Ongoing

	

	
	Access to/purchase of cleaning equipment
	Relevant committee member from Susoc
	At least one week before screening
	ongoing
	

	
	Inspection of tools in advance of the activity
	Relevant committee member from Susoc
	At least one week before screening
	ongoing
	

	Responsible committee member signature 1: 
[image: ]
	Responsible committee member signature 2: Khensa 


	Print name: Zara Willis

	Date: 12/08/26
	Print name: Khensa Salah
	Date: 03/11/26








Assessment Guidance 
	· Eliminate
	Remove the hazard wherever possible which negates the need for further controls
	If this is not possible then explain why
	[image: ]

	· Substitute
	Replace the hazard with one less hazardous
	If not possible then explain why
	

	· Physical controls
	Examples: enclosure, fume cupboard, glove box
	Likely to still require admin controls as well
	

	· Admin controls
	Examples: training, supervision, signage
	
	

	· 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.  




	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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