
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: 
Thomas Jarvis
	Email Address for Main Contact:
Tj1g21@soton.ac.uk

	Club or Society Name: 
Southampton University Tennis Club

	Contact Number:

07766807902

	1B) Event Information: 

	Event Name: 

SUTC Boat Ball 
	Event Date:
11/06/2026
	Event Venue/s:
Blue Funnel Cruises, Ocean Village, Ocean Way, Southampton, SO14 3TJ

	Total Attendees: 
Max 200

	Event Timings:
	18:30 : SETUP , DJ arrives to set up provided for by Blue Funnel + Photographer arrives
Guests Arrive + Safety briefing: 18:45 
Boarding + Boat departs: 19:00
Event End + deboarding + photographer leaves: 22:00
Pack Down + DJ leaves + security departs : 22:30


	Event Breakdown

This includes everything happening at your event, including fundraising, food provision, any performance or sporting activity, etc.
	Set Up: 18:30 + DJ arrives to set up provided for by Blue Funnel + Photographer arrives
Guests Arrive + Safety briefing: 18:45 
Boarding + Boat departs: 19:00
Event End + deboarding + photographer leaves: 22:00
Pack Down + DJ leaves + security departs : 22:30


	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)

	Boat party leaving Town quay at 19:00 and arriving back at 22:00 – DJ and bar on board. Event is to celebrate end of  academic year.


	Volunteers hosting the event

List all committee and volunteers that will be present and responsible for the event, as well as their role.
	
Florence Edmonds – President 
Thomas Jarvis – Vice President 
Charlie Main – Kit sec 
Luke Daniel – Social Sec 
Louise Mann – Social Sec 


Will be overseeing the event and looking after everyone’s welfare 

	Food provision

For full guidance on this click here. 

	N/A


	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?

	Security details - “To Provide a Security Service on board The Blue Funnel”
6x SIA officers from 1830 to 2230

First Aiders from our group
· Thomas Barron – Development Team Coach


	Provisional Budget

If you would like a more extensive budget tracker, click here. 
	
Projected ticket income 
Boat Hire + Dj hire = £3115
Security: £712.80
Projected income from tickets : £30 x 130 = £3900

Projected profit: £72.20


	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: 
Blue Funnel Cruises

	Business Contact Name: 
Blue Funnel Cruises
	Email Address: 
office@bluefunnel.co.uk
	Contact Number: 02380223278

	Arrival On Site: !8:30


Departure time: 22:30

	Company’s Risk Assessment Link: 
Can ask upon request 
	Company’s Insurance Link: 
Can ask upon request 
	Company’s Public Liability Information Link: 
Can ask upon request 




	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 
	Consumption of too much alcohol may result in participants falling and subsequently injuring themselves. 
Wet floors/ rocking boat may make people unsteady
	Event organisers and attendees 
	4
	2
	8
	· Committee to check that chosen venues meet the following requirements:
· Venue is in good condition with no major trip hazards.
· Bar staff monitor the condition of the floors & mop up split drinks.
· Security staff & Bar Staff provide first aid cover.
· DJ’s or bands equipment placed so as not to form a trip hazard. Power supply leads taped down.
· Identify and warn members of any wet/ exposed part of the boat
Boat security to keep people in safe areas of boat
	3
	1
	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.


	Reputational Risk:
For the club or society, as well as to SUSU and the University
	
Damage to boat would require reimbursement from SUTC, as well as damaging our and SUSU’s reputation
	The club, SUSU or the University’s reputation
	3
	2
	6
	· Security deposit has been paid (£500)
· Members to be informed to act appropriately and avoid damage to venue/ boat
Security to enforce appropriate behaviour
	2
	2
	4
	SUTC has excess funds which can be used to cover any unexpected costs

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

Report any incidents to the Activities Team.

	Alcohol consumption 
	Participants may become violent or offensive due to the consumption of too much alcohol. 

Members of the public may act violently towards participants. 
	Event organisers, event attendees,  
	2
	5
	10
	· Security will be present on the boat and will be only our members plus staff on the boat
· Security staff will need to be alerted and emergency services called as required. 
· The consumption of alcohol will take place on the boat. The conditions on the license will be adhered to and alcohol will not be served to customers who have drunk to excess
· Boat company knows we are a student society
Society to follow and share with members Code of conduct/SUSU Expect Respect policy
	1
	3
	5
	· If the situation becomes very serious and results in the participant being arrested then it will be made clear that they cannot be accompanied to the police station. 
· Follow SUSU incident report policy
Call emergency services as required.


	Spiked Drinks/Alcohol Poisoning 
	Participants may consume too much alcohol during this event or be spiked. This could result in a loss of consciousness or self- control
	Event organisers, event attendees,
	2
	5
	10
	· Supervision, the event will be run by the society committee. Ideally, they will not drink to excess during the event 
· Boat security should watch for excessive drinking and watch people who are believed to have consumed a lot of alcohol. Report any suspicious behaviour to staff.
· Participants encouraged to stay with a nominated ‘buddy’ where possible. 
· The organizers have confirmed the premise is licensed. 
· The consumption of alcohol will take place on the boat. No external alcohol is allowed. The conditions on the license will be adhered to and alcohol will not be served to customers who have drunk to excess. Action licensee. 
· Games involving binge drinking or the consumption of excessive amounts of alcohol are not to be undertaken.- Society to follow Code of conduct/Expect Respect policy 

	1
	3
	3
	· Members are responsible for their individual safety though and are expected to act sensibly when walking around. For anyone who is too inebriated it will be suggested to them that they should return home before boarding the boat, rather than continue on the social. Taxis will be called if required (look at SUSU safety Bus, Radio Taxis options)
· If they need to go to the hospital they will also be accompanied there. 
· Participants advised to avoid leaving drinks unattended and if you think anything has been added to a drink; report it; try and retain the drink for testing.
· 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


	Road traffic accident/ Walking between dock and ubers/ taxis while intoxicated 
	Vehicle collision – causing anything from minor to severe injuries, as well as mental health issues.  
	Event organisers, event attendees, Members of the public
	3
	3
	9
	· People briefed about the journeys before the event starts. Ask attendees to get taxis/ ubers in groups for safety. Event organisers to make it clear that travel to and from each venue is attendees’ own responsibility. 
· Venue know we are a student society
· Event organisers will be available to direct people from taxis to boat. 
· Attendees will be encouraged to identify a ‘buddy’, this will make it easier for people to stay together. They will be encouraged (but not expected) to look out for one another and check in throughout the night where possible. 
· Avoid large groups of people totally blocking the pavement or spilling in to the road. 
· Anybody in the group who is very drunk or appears unwell and therefore not safe should be encouraged to go home ideally with someone else. If required a taxi will be called for them. 
· Be considerate of other pedestrians & road users, keep disturbance & noise down. 
· Avoid behaviour likely to provoke a disturbance or fights.  

	2
	2
	4
	· 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

	Medical emergency 
	Members may sustain injury /become unwell 

Pre-existing medical conditions, sickness, distress

	Members
	1
	5
	5
	· People briefed about the journeys before the event starts. Ask attendees to get taxis/ ubers in groups for safety. Event organisers to make it clear that travel to and from each venue is attendees’ own responsibility. 
· Venue know we are a student society
· Event organisers will be available to direct people from taxis to boat. 
· Attendees will be encouraged to identify a ‘buddy’, this will make it easier for people to stay together. They will be encouraged (but not expected) to look out for one another and check in throughout the night where possible. 
· Avoid large groups of people totally blocking the pavement or spilling in to the road. 
· Anybody in the group who is very drunk or appears unwell and therefore not safe should be encouraged to go home ideally with someone else. If required a taxi will be called for them. 
· Be considerate of other pedestrians & road users, keep disturbance & noise down. 
· Avoid behaviour likely to provoke a disturbance or fights.  

	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 
	Damage to attendees or staff
Damage to boat (covered in “damage to boat” hazard)
	All participants and organisers, any staff and spectators   

	2
	3
	6
	Boat staff to inform attendees of fire safety protocol 
	1
	2
	2
	· Call Emergency Services/alert boat staff 
· Follow SUSU incident report policy


	Anti-social, violent, or offensive behaviour

	Participants may become violent or offensive due to the consumption of too much alcohol. 

Members of the public may act violently towards participants.
	Event organisers, event attendees,  public
	2
	5
	10
	· Security will be present on the boat and will be only our members plus staff on the boat
· Security staff will need to be alerted and emergency services called as required. 
· The consumption of alcohol will take place on the boat. The conditions on the license will be adhered to and alcohol will not be served to customers who have drunk to excess
· Boat company knows we are a student society
Society to follow and share with members Code of conduct/SUSU Expect Respect policy
	1
	3
	5
	· If the situation becomes very serious and results in the participant being arrested then it will be made clear that they cannot be accompanied to the police station. 
· Follow SUSU incident report policy
Call emergency services as required

	Adverse weather

	· Injury
· Illness
· Slipping
· Burns
· Rough sea
	Event organisers, event attendees
	4
	4
	16
	· Lead organiser to check the weather are suitable for activities on the day 
· Warn those attending to prepare by wearing appropriate clothing and footwear e.g. via social media posts, email invites
· In the case of hot weather organisers to advice participants to bring/wear appropriate level sunscreen, hydrate 
· Boat company will advise on weather safety


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

	Financial risk
	Damage to boat would require reimbursement from SUTC, as well as damaging our and SUSU’s reputation
	Group members, SUSU
	3
	2
	6
	· Security deposit has been paid (£500)
· Members to be informed to act appropriately and avoid damage to venue/ boat
Security to enforce appropriate behaviour

	2
	2
	4
	SUTC has excess funds which can be used to cover any unexpected costs

	Overboard
	people falling into water requiring rescue
	Event organisers + attendees
	3
	4
	12
	Lifejackets and emergency equipment on board 
Ensure there are trained staff onboard to deal with emergencies 
Safety briefing to attendees prior to departure
Remain in guest area 
Obey and follow boat safety rules 
Boarding and disembarking in controlled manner
	2
	4
	8
	· Security/ boat staff/ attendees to inform boat staff if someone were to fall overboard
· Call emergency services 
· Follow SUSU incident report policy


	Water conditions
	Sickness, and falls, potential damage to boat
	Boat company, organisers and all attendees 
	4
	4
	16
	Conditions are monitored prior to event by boat company

They will make informed decision if conditions are safe

Life jackets and safety equipment available on board

Follow procedures directed by staff
	4
	1
	4
	Crew on boat can decide about conditions while on trip and can turn around back to dock if conditions are unsuitable

	Drowning 
	Hospitalization, risk of death
	Event organisers + attendees + boat company
	3
	4
	12
	Safety equipment available on the boat 

Ensure there are lifejackets and appropriate safety equipment on board 

Boat staff trained to deal with emergencies 

Follow procedures directed by staff

Attendees to be warned to stay in allowed areas of the boat
Security to ensure only safe parts of the boat are accessible
	2
	4
	8
	· Security/ boat staff/ attendees to inform boat staff if someone were to fall overboard
· Call emergency services 
· Follow SUSU incident report policy


	Loss of valuables whilst on board
	Personal or club/society items and equipment of high value damaged or lost
	Attendees + organisers and any potential stakeholders
	2
	1
	2
	Advise attendees to bring valuables at own discretion 

DJ performers informed of risk before bringing equipment on board
	2
	1
	2
	Make sure DJ equipment is on stable surface

Valuables should be secured on person or stored in safe place like a bag

	Emergency situations on board (e.g. fire, need for evacuation, or other maritime incidents) requiring rapid response and compliance with safety procedures.
	Panic, delayed evacuation, injury, or serious harm if emergency procedures are not followed correctly.
	Committee, attendees, staff and security
	2
	3
	6
	In the event of a fire or any other emergency, the boat captain and trained boat staff will take full control of the situation and lead all evacuation and safety procedures. 

Committee members will assist by directing attendees calmly, preventing crowding on stairways and exits, and ensuring instructions from boat staff and security are followed. 

Attendees will be reminded that all instructions from the captain, trained boat staff must be followed at all times during any emergency.
	1
	2
	2
	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.





	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. 

 
	Thomas Jarvis

	22/04/2026
	
	

	2
	Committee to read and share SUSU Expect Respect Policy 
	Thomas Jarvis

	Completed
	
	

	3
	Complete a financial assessment of the event
	Qianyu Qin
	14/05/2026
	
	

	4
	Liaise with external companies (e.g. venue, DJ, caterers) for all necessary paperwork.
	Thomas Jarvis

	Completed 
	
	

	5
	Organisers informed we are a student society and security to be booked
	Thomas Jarvis
	Completed
	
	

	6
	All major accidents will be logged with SUSU the next day 
	Thomas Jarvis
	12/06/2026
	
	

	7
	Weather check prior to event start 
	Boat Staff
	11/06/2026
	
	

	
	

	
	
	
	

	Responsible committee member signature 1: 




	Responsible committee member signature 2: 




	Print name: Thomas Jarvis
	Date: 22/04/2026
	Print name: Florence Edmonds
	Date: 2

22/04/2026




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

	· 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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