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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- Please fill out all applicable fields 

	1A) Contact Information:

	Main Contact For The Event: Stan Witt
	Email Address for Main Contact: sw2n23@soton.ac.uk
	Club or Society: Folk Music Society (FolkSoc)
	Contact Number: 07881104895

	1B) Event Information: 

	Event Name: Folk Music Session Skills Workshop
	Event Date: 12/10/26

	Event Venue/Venues: B29/2075

	Total Attendees: 10-15 


	Event Timings:
	This event will be 7:00-8:30, these are the same timings and location as FolkSoc’s regular weekly teaching sessions

	Event Break down: 
(This includes everything happening at your event eg: fundraising, food provision and any performance or sporting activity.)
	7:00 – Society members arrive
7:05 – Teaching session starts
7:45 – 5 min break 
8:30 – Session ends

	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:   
	No
	How Much Are your Tickets? And how many are available? 

	N/A


	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) 
	It will be basically a music lesson delivered by 2 FolkSoc/UoS alumni, focusing on teaching skills that would be useful in a Folk session. The 2 guest speakers will be sat at the front of the room, with instruments, teaching whilst the rest of the society members about session skills. The group will be playing music together as we normally do in FolkSoc teaching sessions. There will be a biscuit break in the middle of the event.



	Staff Hosting the event
(List all committee & Volunteers that will be present and responsible for the event, as well as their role) 
	Stan Witt, President – General organisation of the event
Tim Brewis, Ondine Watson – External speakers delivering the teaching session to the society

	Tech Requirements
(For a full list of what you can hire click here)
	N/A

	Facilities Requirements
	N/A


	Food Requirements
(For full guidance on this click here) 

	N/A

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

	FolkSoc does not have a first aider, Event lead to contact security if first aider needed on day

	Decorations that you are providing
	N/A


	Provisional Budget: 
(if you would like a more extensive budget tracker click here.) 
	

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

	Business/External Speaker Name: Ondine Watson
	Main Contact Name:  Ondine Watson
	Contact Email Address: owats@outlook.com 

	Contact Number: 07506950612 

	Time of Arrival On Site: 7 

Time of Departure: 8:30
	Companies Risk Assessment link: N/A 
	Companies Insurance Link: N/A 
	Companies Public Liability Information Link: N/A 



If you are inviting an external speaker for your event, you will be required to submit this form at least three weeks before the event. For more guidance on this please click here.

	PART 2A 

	(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
	

	Adverse Weather 
	· Injury
· Illness
· Slipping
· Burns 
	All who attend
	4
	3
	12
	· 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
· Equipment such as gazebos can be requested from SUSU in advance of event.  


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

	Slips, trips and falls 
	Physical injury
	Event organisers and attendees 
	2
	4
	8
	· All boxes and equipment to be stored away from main protest area, e.g. stored under tables 
· Floors to be kept clear and dry, and visual checks to be maintained throughout the event by organizers. 
· 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 asap. If cannot be removed mark off with hazard signs 

	1
	4
	4
	· Seek medical attention from SUSU Reception if in need
· Contact facilities team via SUSU reception
· 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

	Setting up of Equipment. E.g. Table and chairs
	Bruising or broken bones from tripping over table and chairs.
	Event organisers and attendees
	2
	3
	6
	· Make stall operators aware of the potential risks, follow manual handling guidelines
· Ensure that 2 people carry tables.
· Setting up tables will be done by organisers.
· Work in teams when handling other large and bulky items.
	1
	3
	3
	· Seek assistance if in need of extra help from facilities 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 
	Event organisers and attendees
	2
	4
	8
	We are holding this event in a booked university room, and will not exceed the maximum number of users in that room (30)
	1
	4
	4
	· Seek medical attention if problem arises
· 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)
· 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


	Disturbance to public, students and staff 
	Conflict, noise, crowds 
	Event organisers and attendees, general public 
	2
	2
	4
	The volume will not be above normal levels for a FolkSoc session, with the session not being near any residential areas.
	1
	2
	2
	· With support from a SUSU Activities coordinator Inform UoS security team of the event -University Security 24 hours – on campus 3311, off campus 02380 593311. unisecurity@soton.ac.uk

· Inform UoS/SUSU communications team of the event- can brief others via SUSSSED 

	Dropping or hitting instruments
	· Damage to instruments
· Injury to surrounding people
· Damage to space being used
	Those in the vicinity
	2
	3
	6
	· Make sure everyone is spaced out as much as possible so people can move around as much as possible
· Larger instruments/instruments that move a lot (trombones) are given extra space
· Instruments to be put in case or safely out of the way when not in use
· Nothing to be kept on the floor unless essential
	1
	3
	3
	Committee to ensure room booking is adequate with enough space to accommodate larger instruments. Request room changes as needed 
• Seek medical attention from SUSU Reception/venue staff if in need
• Contact facilities team via SUSU reception/venue staff
• 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

	Moving/setting up instruments and stands
	· Back/muscle strain from lifting items that are too heavy
· Trapping fingers in stands or other items
· Damaging equipment
· Dropping equipment on feet/another person
· Falling moving equipment on stairs
 
	Those setting up and members nearby or assisting.
	2
	3
	6
	· Any heavy items lifted by multiple people
· Use lifts where possible for heavy items, where not possible extreme caution to be used and additional members should be on hand to assist
· Request tools to support with move of heavy objects- SUSU Facilities/venue. E.g. hand truck, dolly, skates
· Teach members how to correctly carry equipment and how to safely set up specific items and don’t allow untrained members to assist
· Those carrying things be accompanied by someone able to clear a pathway open door
· Committee to ensure adequate time for set up and pack down is planned for /allocated when bookings are made
	1
	3
	3
	Committee to ensure tech team recruited/trained to move and set instruments
 
• Seek medical attention from SUSU Reception/venue staff if in need
• Contact facilities team via SUSU reception/venue staff
• 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

	Consistent (intentional) loud noise
	· Hearing damage
	Those regularly in the rehearsal
	4
	3
	12
	· Recommend earphones are used by affected members
· Position musicians appropriately so direct exposure is minimised 
· Mutes/screens utilised if/where appropriate
· Avoid use of small confined spaces
	3
	2
	6
	• Seek medical attention from SUSU Reception/venue staff if in need
• Contact facilities team via SUSU reception/venue staff
• 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




	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
	Event organisers to have submitted a SUSU groups External speaker form (if applicable) 
	Stan Witt
	24/09/26
	24/09/26

	Form Submitted

	2
	Event organisers to ensure they have read and are familiar with the UoS Code of Practice on Freedom of speech and academic freedom. 
	Stan Witt
	24/09/26
	24/09/26

	Guidance shared with committee

	
	
	
	
	
	

	Responsible committee member signature: Stan Witt, President


	Responsible committee member signature: Ruth Miller, Ceilidh Co ordinator

	Print name: Stan Witt, President
	Date: 24/09/26
	Print name: Ruth Miller, Ceilidh Co ordinator
	Date: 24/09/26



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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