
This document contains both ‘Part 1: Event Information’ AND ‘Part 2: Risk Assessment’. Both parts are required to be completed by the organising group. 
	Part 1

	 Event Information

	1A) Contact Information:

	Main Contact for The Event: 

Olivia Griffiths (President)

	Email Address for Main Contact:

sspcsoc@soton.ac.uk
	Club or Society Name: 

SSPC Society (Sociology, Social Policy and criminology)

	Contact Number:

0752368921

	1B) Event Information: 

	Event Name: 

SSPC Society summer ball 
	Event Date:
13/05/2026

	Event Venue/s:
Revolution bar 
	Total Attendees: 
50 

	Event Timings:

6pm - 11pm
	13/05/2026
Event Start: 6 pm
Event End: 11 pm
Pack Down: Ends at 11pm 


	Event Breakdown

This includes everything happening at your event, including fundraising, food provision, any performance or sporting activity, etc.
	
Guests are welcomed to arrive from: 6pm 
food is served at: 7pm
bar closes at: 11pm
guests are asked to leave at: 11pm 


	Overview of event concept

Description of the activities taking place. This includes everything happening at your event e.g. fundraising, food provision and any performance or sporting activity)

	SSPC Summer ball, at Revolution sky bar, members of the society will be invited to bring plus ones and buy tickets to attend. The event involves a raffle, buffet and a bar. Tickets will be sold throughout the night for RAG and the winners will be announced at the end of the night with prizes. 
The charity we are fundraising for is: The Society of St James (https://ssj.org.uk/) – a homelessness support charity for the county of Hampshire. 
A charity form has been completed and submitted on behalf of this.

	Volunteers hosting the event

List all committee and volunteers that will be present and responsible for the event, as well as their role.
	SSPC committee are the main responsible parties.

President: Olivia Griffiths 
Treasurer: Victoria French 
Welfare Officer: Megan Burrowes 
Social Secretary: Alfie Davis  

We also have volunteers for the following roles (although to note not those main responsible, just assist those responsible): 
Ticket checkers: tbd 
Raffle ticket sellers: 


	Food provision

For full guidance on this click here. 

	Food is being provided by the venue.

	Security & First Aid Requirements

Is external first aid or security being hired? Who are the qualified first aiders in the group should a medical emergency occur?

	To be named by venue, who have appointed first aiders on shift.

Venue also have appointed security team on site.

	Provisional Budget

If you would like a more extensive budget tracker, click here. 
	£25pp 
£30 pp for non-members 

	1C) Only required if an external company/external speaker will be on site for the event
· If you are inviting an external speaker to campus for your event, you are required to submit this form to legalservices@soton.ac.uk at least 15 working days before the event. For more guidance on this please click here.

	Business Name: con
Revolution 


	Business Contact Name: 
Revolution Southampton
	Email Address: 
southampton@revolution-bars.co.uk

	Contact Number: 
02380632604

	Arrival On Site: 6pm


Departure time: 11pm

	Company’s Risk Assessment Link: 
	Company’s Insurance Link: 
contact@revolutionbarsgroup.com
	Company’s Public Liability Information Link: 




	Part 2A

	 Risk Assessment


	(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
	3
	6
	All boxes and equipment to be stored away from main meeting area, e.g. stored under tables.

Floors to be kept clear and dry, and visual checks to be maintained throughout  by organisers. 

Extra vigilance will be paid to make sure that any spilled food products/objects are cleaned up quickly and efficiently in the area.

Report any trip hazards to venue staff asap. If cannot be removed, mark off with hazard signs.

	1
	4
	4
	If the injury is serious and participant in a lot of pain or discomfort, seek medical attention immediately.

Call 999 in an emergency.

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

Follow SUSU incident report policy.


	Manual handling, including setting up of equipment. E.g. table and chairs  
	Bruising or broken bones from tripping over table and chairs.
	Meeting organisers and attendees
	2
	3
	6
	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
	3
	3
	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 report policy.


	Overcrowding 
	Physical injury, distress, exclusion 
	Event organisers and attendees
	2
	3
	6
	Do not push/shove. 

Venue capacity limits are to be followed to prevent overcrowding. 
Only ticket holders and performers will be allowed to attend 

Committee checks on space, lighting, access, tech available, etc. 
 
 
Ensure space meets needs of members e.g. considering location & accessibility of space (use AcessAble database to check accessibility information of venues). 
 


	1
	3
	3
	Seek medical attention if problem arises. 

 
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.


	Reputational Risk:
For the club or society, as well as to SUSU and the University
	Incidents causing reputational damage to the group, Southampton University Students’ Union or Southampton University itself. 

This could be controversial posts, conduct during a game, conduct during social, or anything else that brings the clubs/societies, SUSU or the University’s name into disrepute. 
	The club, SUSU or the University’s reputation
	2
	1
	2
	Ensuring all parts of this risk assessment are adhered to. 

Ensuring all members are reminded that they are representing the club/society, SUSU and the University.

Members are reminded that they need to adhere to SUSU’s Code of Conduct.

	1
	1
	1
	Ensure that any incidents involving public or others are recorded and addressed.

Report any incidents to the Activities Team.

	Alcohol consumption 
	 Peer pressure/coercion, alcohol poisoning, spiking, increased risk to personal safety

	Event organisers, event attendees,  
	2
	4
	8
	Alcohol consumption is prohibited at this event. Any attendees believed to be under the influence will be asked to leave by venue staff and event organisers. 

Society to follow and share with members Code of conduct/SUSU Expect Respect policy.

	1
	3
	3
	Follow SUSU incident report policy.

Call emergency services as required 111/999.

Welfare Officer to complete WIDE training.


	Travel by car, train, bus, plane when leaving the local area. 
	Vehicle collision – causing anything from minor to severe injuries, as well as mental health issues.  
	Members, those driving, members of the public
	2
	5
	10
	Group committee to check that drivers have the relevant licences and insurance for the mode of travel. This includes if they have completed a SUSU minibus test. 
Members expected to drive or travel in a sensible manner, with those doing otherwise to face disciplinary action (from the club/society in the first instance).
Can cause reputational issues, especially if driving SUSU branded vehicles. Importance of this to be reminded. 
	1
	5
	5
	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

	Medical emergency 
	Members may sustain injury /become unwell 

Pre-existing medical conditions, sickness, distress

	Members
	1
	5
	5
	Advise participants to bring their personal medication if it might be required.


Contact emergency services as required 111/999.

Contact venue staff for first aid support.

Members can be referred to The Student Hub (02380 599 599, studenthub@soton.ac.uk) in case of distress.

	1
	4
	4
	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.

	Fire 
	Smoke inhalation, burns. Risk of extreme harm.

	All participants and organisers, any staff and spectators   

	1
	5
	5
	Those leading the session must ensure they are aware of and fully understand the venue or location’s fire procedures. 

Highlight to all the participants the nearest emergency exit routes at the start of a session, and the importance of leaving calmly in case of an emergency. 


Consider accessibility requirements.

Fire checkpoint is in the carpark outside the venue.

	1
	4
	4
	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 report policy.

	Financial risk
	Group debt
	Group members, SUSU
	4
	3
	12
	Create a cost balance sheet, including:
How much profit is expected to be made?
What is the contingency plan if not enough tickets are sold? e.g. cancelling or postponing

You can find templates and guidance here.

	2
	3
	6
	Contact SUSU Activities Team if you have any questions or concerns about this – we would rather know sooner than later!

	Events Involving Fundraising

	Legal or compliance issues 
	Group members, SUSU
	2
	4
	8
	If you will be fundraising for your club/society, or a charity
The intention of the fundraiser will be made clear to all attending members so that they are informed on what the money is going towards.

Any prizes that can be won will also be made known to the people attending so that they are aware of what they could win by entering the raffle. 
The tickets will be sold throughout the night at a set price and the winners will be announced within the same evening. 
we will be in contact with the RAG union charity to ensure that we are running the fundraiser lawfully to protect us from and legal issues. 
	2
	2
	4
	Contact SUSU Activities Team if you have any questions or concerns about this. 

Keep contact with the RAG team 

	(Additional hazards if applicable)
	(possible consequences)
	(who may be affected)
	
	
	
	(Control Measures)
	
	
	
	(Additional measures)





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

Follow SUSU Food Provision Guidance for events involving home-cooked/prepared food or external catering. 

 
	Megan Burrowes (Welfare secretary) 

	A week before the event 

Week commencing: 4th of May 2026 
	
	

	2
	Committee to read and share SUSU Expect Respect Policy 
	All committee members to do this 

	When necessary 
	
	

	3
	Complete a financial assessment of the event
	Victoria French (Treasurer) 

	 To be updated when all costs are clear 
	
	

	4
	Liaise with external companies (e.g. venue, DJ, caterers) for all necessary paperwork.
	Megan Burrowes (Welfare secretary) 

	Maintain contact with the companies and update paperwork as it arises. 
	
	

	5
	List additional actions for follow-up of risk assessment. Include at least one additional action. Any needed equipment can be added here as well e.g. ‘share travel info with attendees’)
	Name of responsible committee member
	EXPECTED COMPLETION DATE
	
	

	6
	Complete a Charity Form for the chosen charity: The Society of St James. 
	Olivia Griffiths 
	11 / 02 / 2026 (COMPLETED)
	
	

	
	
	
	
	
	

	
	

	
	
	
	

	Responsible committee member signature 1: committee member signature



Olivia Griffiths 

	Responsible committee member signature 2: second committee member signature

Megan Burrowes 


	Print name: OLIVIA GRIFFITHS 

	Date: 4/2/2026 
	Print name: MEGAN BURROWES 
	Date: 
4/2/2026 




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

AI-generated content may be incorrect.]

	· 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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