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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: 
Charlotte Gray
	Email Address for Main Contact: cg2g23@soton.ac.uk
	Club or Society: 
SUWRFC
SUMRFC
	Contact Number:07847789180

	1B) Event Information: 

	Event Name: MNDA Rugby Charity Day
	Event Date: 21/02/2026

	Event Venue/Venues: Wide lane, below deck and the cube

	Total Attendees: 200

	Event Timings:
	Wide Lane
Set up: 08:30-09:30
Event Start: 09:30
Event End: 16:00
Pack Down: 16:00-17:00
The cube
Set Up: 18:30-20:00
Event Start: 20:00
Event End: 23:30
Pack Down: 23:30-00:00

	Event Break down: 
(This includes everything happening at your event eg: fundraising, food provision and any performance or sporting activity.)
	
09:30-12:30- fancy dress touch tournament
13:00-15:00- contact games 1 and 2
15:00-17:00- contact games 3 and 4
18:30 – 19:30 SUSU Facilities team set up tables, committee set up decorations 
19:30 – Event walk around & Sound Check 
19:45 – Team briefing 
20:00 – Doors Open 
20:00 –20:30 – Guest Arrival and selling raffle tickets
20:45 – 21:00 – Guest Speakers
21:00 – 21:30 – Awards
21:30- 22:00- Raffle Prizes
22:00-23:30- Music and dancing
23:30  - Guests Leave
23:30 – 00:00 – Pack Down


	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:   
	Yes

SUWRFC/SUMRFC Charity Day 
	How Much Are your Tickets? And how many are available? 

	For matches/spectators: £5 x350
For Evening Event Only: £7.50
For Both Evening Event and matches: £11 (200 tickets available in total for evening event)

	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) 
	We will be hosting a fancy-dress touch rugby tournament at wide lane in the morning followed by a few contact rugby matches in the afternoon. There may be a performance from the vixens or other society during the day as well as representatives from the STAR charity spectating the games. We will then host an evening event in the cube, using the below deck bar. As part of this event we will give out awards for the teams who won their contact matches and the touch tournaments as well as other awards, e.g., player of the day and best fancy dress. We will also sell raffle tickets at the evening event which for which the prizes will be announced during the event. 

	Staff Hosting the event
(List all committee & Volunteers that will be present and responsible for the event, as well as their role) 
	Event lead: Charlotte Gray, Amelia Atkins Eade, Ruth Morgan, Georgina Evanson, Alexander Vale, Hari Master, Rajan Dhanjal
Host: Charlotte Gray, Amelia Atkins Eade, Ruth Morgan, Georgina Evanson, Alexander Vale, Hari Master, Rajan Dhanjal
Doors: Mia Wakeling, Lucy McIntosh, Molly Lewis
Volunteers for set up: Summer Gregory, Florence Hooper, Charlotte Gray, Amelia Atkins Eade, Alexander Vale

	Tech Requirements
(For a full list of what you can hire click here)
	2x Microphones
PA system
Pipe & Drape – Black Drape with Teal Swag 

	Facilities Requirements
	5 tables
60 chairs

	Food Requirements
(For full guidance on this click here) 

	N/A- no food at the event

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

	Paramedics at wide lane during the day
First aid trained SUWRFC and SUMRFC members: 

	Decorations that you are providing
	Table Cloths
Fairy Lights
Ballooms

	Provisional Budget: 
(if you would like a more extensive budget tracker click here.) 
	£522.00 quoted provisionally by susu

	1C) Only Required If External Company/External Speaker On Site For Event

	Business Name: MNDA
	Business Contact Name: 
	Email Address: 

	Contact Number: 

	Arrival On Site: undecided yet

Departure time: undecided yet
	Companies Risk Assessment link: 
	Companies Insurance Link: 
	Companies Public Liability Information Link: 



If you are inviting a external company or individual on to campus for your event you will be 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. 






	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
	Soft tissue injury e.g., sprain, bruising. Potential broken ankle or other breaks i.e. wrists etc. Links directly to weather and ground surfaces.
	All participants and organisers/staff and spectators  
	2
	3
	6
	Check venue conditions for holes, lumps, and other obstacles. 

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, e.g. cable ties to be used if necessary.

Floors to be kept clear and dry, and visual checks to be maintained throughout the meeting 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 facilities teams/venue staff asap. If cannot be removed, mark off with hazard signs.

	1
	3
	3
	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. SUSU incident reporting guide

	Fire
	Smoke inhalation, burns and more severe. Risk of extreme harm.
	All participants and organisers/staff and spectators  
	1
	5
	5
	Those leading the session must ensure they are aware of and fully understand the venue or locations fire procedures. 

Those leading must make sure that all exit routes are clearly highlighted and report any issues immediately to the venue. 

Highlight to all the Volunteers/Event Staff the nearest emergency exit routes at the start of a session, and the importance of assisting others to leave calmly in case of an emergency. 

Consider accessibility requirements 
	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.SUSU incident reporting guide

	Setting up/moving or chairs/tables/other objects in the area. (If Specific bulky equipment list here) 
	Bruising or broken bones from tripping over table and chairs.
	Meeting organisers and attendees
	2
	3
	6
	Make Event Volunteers aware of the potential risks, follow manual handling guidelines

Ensure that at least 2 people carry tables and large objects.

Setting up tables will be done by organisers.

Work in teams when handling other large and bulky items.

Request tools to support with move of heavy objects- 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 if in need of extra help from facilities staff/venue staff if needed

Seek medical attention from SUSU 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
	1
	3
	3
	Do not push/shove

If large crowds form, barriers can be requested by SUSU facilities team (if available on the day) to assist with crowd management.

Book during quieter times when less activities taking place on Redbrick/book all available space 
Inform other bookings on the Redbrick/in the area of the event

Use ticketing system (SUSU Box Office) for regular sessions/meetings to avoid exceeding venue capacity.

Ensure space meets needs of members e.g. considering location & accessibility of space (use AcessAble database to check accessibility information of venues).

If an open activity, committee will consider all accessibility requirements and ensure that the area chosen is as accessible as possible.

Committee to consult members on needs and make reasonable adjustments where possible


	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 reporting guide

With support from a SUSU Activities coordinator Inform UoS security team of the event (– on campus 3311, off campus 02380 593311. unisecurity@soton.ac.uk) and liaise with them on need for security teams on the day. Security team may inform police of the event if required (e.g. marches).


Welfare Officer to complete WIDE training.



	Electronics
	Risk of eye strain, injury, electric shock
	Committee and attendees

	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


	Accessibility:

Entrances and Exits to the chosen area. 
	Participants may be prevented from attending the activity due to a lack of considerations of accessibility needs and requirements. 

They could also be prevented from leaving the area quickly in an emergency if the correct infrastructure and considerations have not been made.  
	Participants, committee
	1
	5
	5
	All areas chosen for activity will have their suitability checked. 

If a closed activity for members, members will be consulted to ensure there are no accessibility requirements. 

If an open activity, committee will consider all accessibility requirements and ensure that the area chosen is as accessible as possible. 
	1
	5
	5
	In case of an emergency, call the emergency services on 999. 

If those with accessibility problems have not been able to exit, make the building manager and emergency services aware. 

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. Follow SUSU incident reporting guide


	Reputational Risk: 

For the club or society, as well as to SUSU and the University
	Incidents during club or society activity could pose a reputational risk to the club, 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 intro disrepute. 
	The club, SUSU or the University’s reputation
	2
	1
	2
	Ensuring all parts of this risk assessment are adhered to. 

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

Ensuring all members are reminded that they are representing the club/society, SUSU and the University in (usually) branded clothing. 

Members are reminded that they need to adhere to SUSU’s Code of Conduct.
Consider risks at activities as well as digital presence (e.g. social media posts)

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

Follow SUSU incident reporting guide


	Financial Risk:

For the club or society, or potentially even SUSU if the club/soc finds itself in difficulty. 
	Club or society activity costing more than planned, weakening their financial position. 

Incidents with members of the public, participants, staff or members causing lawsuits and financial penalties.
	The club or society

Members subject to lawsuits

SUSU if required to assist.
	1
	1
	1
	Clubs and societies required to complete financial forecasting and budget for the year. 

All encouraged to review membership fees yearly to ensure they are able to comfortably cover costs. 

SUSU can offer clubs and societies loans – these will need to be agreed and a payment schedule decided upon. Clubs and societies that have to rely on a loan will be subject to development plans to ensure their future is protected. 
	1
	1
	1
	Ensure that any incidents involving public or others are recorded and addressed.

Follow SUSU incident reporting guide


	Legal Compliance:

Club or society activity going against set law. 

This includes breaches of the freedom of speech act
	Fines imposed upon the student group as well as SUSU. 

Jail sentences. 

Reputational risk to the student group, SUSU and the wider University 
	The club or society, committee and members, SUSU or the Wider University. 
	1
	1
	1
	All clubs and societies should ensure they are following set law at all times. If ever in doubt, they will contact the Activities team prior to the activity taking place. 

All who wish to bring in an external speaker must follow due process, available here

This will be looked over by the University Legal Services team, and may require security being consulted and an extra risk assessment being submitted. 
	1
	1
	1
	Ensure that any incidents involving public or others are recorded and addressed.

Follow SUSU incident reporting guide


	Medical Issues: 

Pre-existing and process for any that appear during 
	Illness, death 
	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. 

If in a Southampton Sport space, contact reception. If in SUSU, contact reception. If no-one can be found, contact campus Security – 02380 59331




	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 Money – (Own Club/Society Fundraising)
	Theft, Individuals being mugged. 
	Members and Participants
	3
	4
	12
	As Fundraising for own Society/Club no Card Machine will be present. All fundraising to be completed via QR code to A GoFundMe or Similar Platform. 

No cash transactions

Clearly state the purpose of fundraising activity on fundraising platform used.

	2
	3
	6
	No Cash to be accepted at all. Clubs and Societies are not to use Personal Card machines to take payments. 

Follow SUSU incident reporting guide


	Handling and storing card readers – (Charity Fundraiser)
	· Theft
· Individuals being mugged/robbed
· Loss/misplacement leading to financial loss

	Members and Participants
	3
	4
	12
	Southampton RAG procedures will be followed: 
· Charity Event form completed, and RAG approval will be given
· All food hygiene certificates and event risk assessment to be approved by activities team
· Sum-up Card machine to be requested and collected from SUSU reception.
· Should not be storing money. ALL donations to be taken via Sumup Machine or Just Giving Pages

	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. Eg: Because 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 at a stall or at an Event.
	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 venue has the relevant licenses required for your event ahead of time. 
Ensure your event has the required sign off by the venue's security teams.

Ensure proper booking process is followed for ALL bookings on and off campus. With no event going forward without Activities Approving the Risk Assessment. 
On campus
· Ivvy Booking/uni room booking
· Risk assessment
· Contract 
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




	Lone working
	Stolen goods, injury to individual misuse of card reader.
	Volunteers
	3
	3
	9
	Ensure no one is left alone as a volunteer at a fundraising event especially if using a Sum-up Card reader. 

Event led to brief volunteers to operate the card readers in pairs and briefed on how to handle situations surrounding these. 
	3
	1
	3
	· 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




	

	Alcoholic/External Events
	
	
	
	
	
	
	
	
	
	

	Alcohol consumption 
	Participants may become at risk as a result of alcohol consumption

Members of the public may act violently towards participants. 
	Event organisers, event attendees,  
	2
	5
	10
	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

For socials at bars/pubs etc bouncers will be present at most venues. 

Bar Security staff will need to be alerted and emergency services called as required. 

Where possible 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

Committee to select ‘student friendly’ bars/clubs and contact them in advance to inform them of the event

Society to follow and share with members Code of conduct/SUSU Expect Respect policy
	1
	3
	5
	Follow SUSU incident report policy

Call emergency services as required 111/999

Committee WIDE training

	Touch and Contact Games

	Pitches    
  
Injuries happen as a result of the state of the playing surface e.g. icy pitch, potholes or from foreign bodies on pitch e.g. glass or from slipping on a wet surface.  

	Minor injuries ( eg bruising) to major injuries (eg. Broken bones/concussions from falls)
	Participants, referees, spectators 
	2
	4
	8
	Liase with groundsmen reference to pitch conditions ahead of start
Pre-match inspection of pitch to decide if fit for play and remove any inexpected hazards eg. Glass
Referee controls decisions for if the game shall continue on 
	1
	4
	4
	Ensure all participants wear appropriate footwear for pitch conditions

	During the match/activity - injury
	Muscle strain
Impact injury
Existing medical conditions may be triggered or worsened by sport, may make a player more vulnerable to injury
	Participants 
	3
	4
	12
	Players will be advised to bring all medication such as asthma inhalers and for it be pitchside 
All players with existing medical conditions must inform team captains and co-ordinators for appropriate action to be taken. Captains are advised to ask their players immediately before the tournament and report to the event co-ordinator. GDPR guidance to be followed.   
  
•Provide space for warm ups, ensure all participants take part in these warm ups  
  
•Ensure that all participants make event coordinators aware of any potential injury they may have picked up  
  
•Ensure first aid staff are aware of event and are appropriately equipped in event of injury  

	2
	2
	4
	 First Aid booked and on site for the event   
 Notice of medical conditions will be requested-following   GDPR guidelines   
 Referees with experience of the rules will ensure conduct is within the rules of each sport to minimise the likelihood of such injuries.  
Emergency services will be called by first aiders should an injury require further medical attention.  

	Insufficient first aid
	If there is an insufficient first aid kit this could result in the injured party may not receive appropriate first aid without a reasonably complete first aid kit. 
	Participants and spectators 
	2
	2
	4
	First aider will check there is a satisfactory first aid kit prior to the day  
Extra first aid materials will be ordered as required – organisers to check with venue staff on availability of onsite first aid kits  
Organisers to familiarise self of venues available first aid kits and first aiders on self  

	1
	2
	2
	Ensure first aid staff are aware of event and are appropriately equipped in event of injury  
 It will be checked again on the day before the commencement of the tournament.  


	During the match – disorderly behaviour
	Injury to other players and spectators 
	Anyone proximity to pitch 
 
	1
	4
	4
	Make players aware of expected sporting behaviour prior to event  
Use of officials to reinforce these measures and diffuse any potential conflict before it happens  
Establish clear boundaries between players and spectators to help prevent potential conflicts

	1
	3
	3
	Removal of any players or spectators who do not adhere to the rules and expectations of conduct set out prior to the event- follow guidance of referees/officials  
Consider need for security at large scale events (check venue requirements and with activities team)  
In the event of theft committee members will:   
1.	Highlight the incident to any community police officers in the area.  
2.	Alert university security – on campus 3311  
 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  


	Before match – foreign objects on ground
	Trip hazard, potential injury, disruption of event 
	Players, officials, spectators
	1
	3
	3
	 Allocate clear space away from any area in which physical activity is taking place for any foreign objects to be left  
Ensure there are bins/refuge options on site. Provide bin bags as required

	1
	3
	3
	Sports and wellbeing/venue check the condition of the pitches/area are suitable for activities daily and prior to each game.  
SUWRFC Committee to check before commencing


	Rugby posts
	Potential collapse, collision between players and posts
	Players, officials
	1
	4
	4
	 Posts are checked before every match by the referee  
Ensure Sports and wellbeing/venue/committee checks have been carried out prior to use/game  

	1
	4
	4
	First aid on site in case of accident 



	Balls too hard 
	Injury, disruption of event 
	Players, spectators
	1
	2
	2
	Check equipment before and during event
Have ball pump to pump alternate balls if needed
	1
	2
	2
	Spare balls to be used if balls are too hard or too soft making them unsuable or if pump doesn’t work

	Equipment  damaged 
	Potential injury, disrupt event
	Players, spectators, officials 
	1
	2
	2
	Check equipment before and during event don’t use any damaged items
Spare equipment on hand if anything is unsuitable for use
	1
	2
	2
	Event cancelled if equipment cant be used/fixed
Referees on hand to advise on equipment checks 

	Footwear/clothing  inappropriate
	Personal injury, injury other attendees, damage facility, damage equipment 
	Participants 
	3
	2
	6
	Identify the appropriate footwear/dress that should be warn well in advance of the event  
Prevent those wearing footwear that can cause damage from participating in the event until more suitable footwear can be found  
Equipment (helmets, pads) to be worn when in play. No damaged protective wear to be used. Advice given by organisers on what should be worn  

	1
	1
	1
	Officials and organisers check pre match appropriate protective wear is worn 

	Jewellery 
	Loss personal items
Personal and to others injury 
	Participants, officials, spectators 
	3
	2
	6
	Officials must check all participants before they take part in the event   
Jewellery must be either removed or covered up (with tape) before participation  

	3
	1
	3
	Event organisers vigilant in asking players wearing jewellery to remove it 

	Conduct of spectators
	Damage to facility, personal injury, injury to others
	Those in vicinity, members of public, participants, other spectators
	1
	4
	4
	Event coordinators will reinforce the positive sportsmanship expected of all those at the event  
Clear boundary between playing area and where the spectators will be  
Consider need for security at large scale events or events involving alcohol (check venue requirements and with activities team)

	1
	3
	3
	Removal of any spectators from event who do not adhere to expectations of conduct at event after multiple warnings from event coordinator
In the event of theft committee members will:   
1.	Highlight the incident to any community police officers in the area.  
2.	Alert university security – on campus 3311  
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 


	Crowd control – spectators walking onto pitches/interfering
	Players may be injured by spectators disrupting games by getting in their way resulting in collisions (see control measures for collision injuries), and spectators may be injured from flying balls or players coming off
	Players and spectators near the game
	3
	3
	9
	Spectators will be advised by the Committee members and referees to be a safe distance away from matches. Referees will ensure ultimately that spectators are in their judgement far enough away.  
Consider need for security at large scale events (check venue requirements and with activities team)

	2
	2
	4
	A first aider is present should an injury arise. If a spectator enters onto a pitch or comes too close, then referees will stop the game until the spectator removes themselves.  
Volunteers/security will be assigned to monitor/advise any crowds.  
In the event of theft committee members will:   
1.	Highlight the incident to any community police officers in the area.  
2.	Alert university security – on campus 3311  
 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


	Poor communication
	Payers may be inured above and measures not relayed well
	participants
	3
	4
	12
	Information will be emailed to all team captains to relay to team members regarding the schedule of the day and health and safety briefing, listing points within this risk assessment. This information will be handed to team captains on arrival too. It will include first aid provisions and the responsibility of captains and participants 
	2
	4
	8
	There will be a welcome talk relaying important information to all participants at the start of the event and any further information will be passed by committee members. There will be a specific committee member assigned to each game, with additional members to help

	Dehydration/exhaustion
	Personal injury
	Participants 
	3
	5
	15
	Ask all participants to bring adequate amounts of water with them  
Give ample opportunity for participants to rest/rehydrate  
Officials will make conscious effort to observe the wellbeing of participants and intervene if they deem it necessary  
Water available either through water fountains on site or through the ability to purchase bottled water on site  

	2
	2
	4
	First aid available on site in case of dehydration 

	Car parking and vehicle safety 
	Personal injury cars hitting pedestrians at low speeds in car park, damage of possessions, damage facility
	Participants, spectators, general public 
	2
	5
	10
	Recommend carpooling /mini bus hire to reduce overall numbers of vehicles on site during event  
Ensure there is clear division between spectators and parking facilities on site  
Car parking is away from the sports area in a clearly marked area so the danger is isolated and will be obvious to all participants (all adults

	1
	4
	4
	First aid on site in event of injury in the car park  
Call emergency services as required   
Report and incidents via SUSU incident reporting tools

	Scrums 
	Damage to players necks, shouldersm back or ears 
	Participants in forward pack
	2
	4
	8
	Coaches ensure players taught correct technique for scrums
Ensure thorough knowledge of game regarding binding in front row 
If a team experiences discomfort or inexperienced player is in front row the uncontested scrums will take place 
	1
	3
	3
	Ensure Officials enforce the rules of the game re: collapsing of the scrum.  
  
If Ref deems the scrum to be unsafe the scrum will go to uncontested at the decision of the ref.  
  


	Line Outs 
	Injury to players lifting/being lifted
	Players in forward pack 
	2
	3
	6
	Coaches are to ensure that players are taught the correct technique.  
Ensure that those lifting the jumper understand that they need to lower the jumping player to the floor in a controlled manner.  
Ensure that the defending side keep to the regulations with regard to challenging for the ball.      
If an inexperienced forward pack is put forward for line outs they will be uncontested.

	1
	3
	3
	Thorough warm-up before lifting.  
  
Strapping blocks to the thighs of jumpers to allow for better grip.  
  
Official to step in if they see unsafe practices taking place and to call for line outs to be uncontested if they deem it unsafe.  


	Concussions and head injury 
	Mild moderate and severe risk head injury
	Participants, spectators, officials 
	3
	5
	15
	All participants should complete RFU Headcase concussion course and captains will need to ensure this happens.  
All head injuries will be reported to Hampshire rugby.  
24hr ban on the consumption of alcohol before matches for all players. ZERO TOLERANCE POLICY.  

	2
	3
	6
	If a head injury sustained appropriate Gradual Return to Play (GRTP) will occur with advice from coaches and doctors when needed

	Alcohol consumption 
	Attendees may become at risk of result alcohol consumption, may act violently
	Participants, spectators, officials
	2
	5
	10
	Attendees are responsible for their individual safety though they are expected to act sensibly.   
Drinking games to be discouraged.  
Committee of SUWRFC will be vigilant at event and emergency services called as required.   
Any attendee deemed to causing nuisance or excessively intoxicated will be asked to leave.  
THERE WILL BE A ZERO TOLERANCE POLICY FOR ALL PLAYERS. Anyone wishing to play must adhere to a 24hr ban on the consumption of alcohol before the match. If this isn’t adhered to player will not be allowed to play.  

	1
	3
	3
	Follow SUSU incident report policy  
  
Call emergency services as required 111/999  
  
Committee WIDE training


	Collecting payments 
	Card machine getting stolen
	SUWRFC Committee
	2
	4
	8
	Keep the card machine in the presence of an assigned committee member at all times.  
Hand over the card machine or equipment immediately if a threat is posed to a committee member  
Return the card machine to Activities officer in the union.  

	1
	2
	2
	Ensure card machine/any cash donated is in the sight of a responsible committee member at all times

	Raffle

	Breaking gambling laws
	Legal action
	Organisers of event
	2
	5
	10
	Follow all gambling laws, ensuring that raffle prizes are announced on the same day as the raffle tickets are sold
	1
	5
	5
	

	Evening Event

	Attendees drinking excessive alcohol, spiked drinks.  
	Excessive consumption of alcohol may occur, Risk of drinks being spiked and attendees losing consciousness/awareness.   
	Event organisers and attendees
	2
	5
	10
	The venue (The Bridge) is a fully licenced premise. Alcohol will only be consumed at the venue of the event. Alcohol will not be served to people who appear intoxicated, and all conditions of the license are to be followed.  
-Participants will not be pressured into drinking alcohol, all attendees will be respected, and society will follow the code of conduct and SUSU Expect Respect policy when conducting the event.  
-Stop Topps and drink testing kits are available from the SUSU reception. Attendees encouraged to look out for suspicious behaviour and advised to bring it to the attention of staff.  


	2
	3
	6
	Attendees responsible for individual safety and expected to behave responsibly. Anyone who appears to have drunk excessively and is too intoxicated will be recommended to go home. Support provided to ensure safe return home, such as calling for transportation (taxi, SUSU safety bus will be active outside the venue and during the times the event takes place). People will be encouraged to walk home together for safety.  
-Participants will be advised not to leave drinks unattended and to report any suspicions of tampering with drinks. Drinks should be
retained for testing if possible.   
-In the event a hospital trip is necessary, personnel will be accompanied.  
 -All incidents reported to duty manager/health manager ASAP.   
-SUSU incident report policy to be followed


	Overcrowding and inaccessible event space 
	 Distress, participant exclusivity, physical injury.  
	All present at event
	1
	3
	3
	 Monitor attendance to adhere to the venue capacity (250 people max); stop ticket sales before maximum number is reached.  
-Ensure when setting up venue that accessibility needs are prioritised in arrangement of furniture and equipment to enable inclusive participation. Monitor space throughout the event to remove any obstacles blocking path. Ensure sufficient seating and space for all in attendance.  
-Encourage queueing of attendees with prior online ticket sales to reduce potential crowding at entrance. Prevent crowd formation through queuing and do not push/shove.  
-Committee members to be consulted with regards to members needs and adjustments made where possible.  
-Inform other bookings in area of event (SUSU building/redbrick).  

	1
	3
	3
	Seek medical attention in event of injury.  
-Seek support from security staff.  
-Report all incidents ASAP and follow SUSU incidents report policy


	Disturbance to public, students, staff  
	Noise distress and conflict

	Organisers, attendees and general public 
	2
	2
	4
	Keep activity localised to venue to prevent disturbance to other areas of campus and residential areas. Encourage attendees to stay in venue and stay together as a group.  
- Noise will be kept to a reasonable level. Shouting, chants, and whistles discouraged, kept to a minimum around university buildings and residential areas.  
-UoS security teams informed of the event.  


	1
	2
	2
	With support from a SUSU Activities coordinator Inform UoS on and off campus security if felt it is appropriate.  
- Inform UoS/SUSU communications team of the event- can brief others via SUSSSED.  


	Allergic reaction 
	Reaction to drink obtained and consumed at Below Deck
Reaction to prize-based food item

	Organisers, attendees
	3
	5
	15
	 Attendees responsible for personal welfare. First aid available from staff and reception and contacted if necessary.  
-Any prizes that are food product related will be sealed and contain the full list of ingredients with allergens listed in bold. No home cooked food provided; all cooked food provided by the venue hosting event.  

	1
	3
	3
	In event of signs of anaphylaxis, emergency services contacted, and venue staff/SUSU reception/security staff called for assistance.  
- SUSU incident report policy is to be followed, with all incidents reported ASAP. Duty manager/health and safety officer to be informed of any incidents.  


	Violent offensive behaviour
	With excessive alcohol consumption there is potential for participants to become violet or offensive.  
Potential when travelling to and from the venue for members of the public to act violently towards attendees. Reputational risk to club and SUSU
 
	The club or society, committee and members, SUSU or the Wider University. 
	2
	5
	10
	Venue hosting event is student venue and thus ‘student-friendly’  
- Alcohol consumption will occur only at licensed premises, adhering to the conditions of the license and not serving alcohol to intoxicated customers.  
-Society will follow and share the student code of conduct and SUSU Expect Respect Policy with members.  
-Bar staff and campus security will be made aware of any violent and aggressive behaviour taking place.  

	1
	3
	5
	If severity of situation increases and an attendee is arrested it will be made explicitly clear that they cannot be accompanied to the police station.   
-If the situation necessitated a hospital visit, then affected person would be accompanied to ensure safety and wellbeing.  


	Counter protest, discrimination against the demonstration
	Assault, Violence or threatening/ Aggressive Behaviour
	Event organisers and attendees
	2
	4
	8
	-Event planned for Highfield campus- a route well signposted and known for students 
-Leaders to advise all participants to not engage/respond to any protests, aggressive behaviour- if safe to do so will encourage group to move on and remove themselves from situation- The event will be ended and students advised to return to campus if this continues 
-Prior information about event and what to expect given out so participants know what to expect via Facebook/social media posts -Participants made aware they could join and leave the event at any time. 
-Ensure that people are aware that this is an open space for discussion to discourage protest.
	1
	4
	4
	- 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. 
-Any incidents will be reported via UoS reporting tools 
-Contact emergency services if needed 
-Organisers will, following the event, share relevant information on support/signpost via social media channels etc.

	Talks/debates
- subjects that could be sensitive or personal to some members 
	The audience feels negative emotions around the topic or becomes distressed by images or events shown/discussed.
	Members 
	2
	3
	6
	-Prior information about event and what to expect given out so participants know what to expect.
-Members made aware they could leave the event at any time.  
-Members referred to enabling/signpost to support organisations (e.g. via presentation slide, or by speakers/committee members)
-SUSU reporting tool available 
	1
	3
	3
	-Organisers will, following the event, share relevant information on support/signpost- Facebook/email/newsletter
-Committee Wide Training 
-Seek guidance from activities/SUSU advice centre/UoS enabling team as required
committee WIDE training







	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 
	Charlotte Gray/Amelia Atkins Eade

	01/01/2026

	
	

	2
	Committe to Read and share SUSU Expect respect policy
	SUWRFC and SUMRFC Charity Committee

	01/01/2026

	
	

	3
	Set Up Just Giving/Fundraising Platform and/or book Sum-up Card Machines
	SUWRFC and SUMRFC Charity Committee
	30/01/2026
	
	

	4
	Booking accredited Refs – free or small cost
	SUWRFC Charity Committee
	30/01/2026
	
	

	5
	Weather check to be made at least 2 days prior 
	Bella Rapone-Graham/Rosie Wotherspoon
	01/02/2026
	
	

	6
	Pitches and surrounding grounds checked 
	Wide Lane groundskeeper/SUWRFC Committee

	20/02/2026
	
	

	7
	Health form and code of conduct form to be completed by all players prior to event 
	Participants
	07/02/2026
	
	

	8
	Committee read and share SUSU Policy 
	SUWRFC Charity Committee
	01/01/2026
	
	

	9
	University of Southampton security teams informed of event
	Charlotte Gray/Amelia Atkins Eade
	01/01/2026
	
	

	10
	All incidents occur reported to SUSU the next day
	SUWRFC Charity Committee
	01/01/2026
	
	

	11
	Weather checked prior to event start
	Charlotte Gray/Amelia Atkins Eade
	01/02/2026
	
	

	Responsible committee member signature: 

	Responsible committee member signature: 

	Print name: CHARLOTTE GRAY
	Date: 22/01/26
	Print name: AMELIA ATKINS-EADE
	Date: 22/01/26







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
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