
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: 

Godwin Ankomah (SUCU Committee)

	Email Address for Main Contact:

ga1g24@soton.ac.uk

	Club or Society Name: 

Christian Union (SUCU)
	Contact Number:

07598382037

	1B) Event Information: 

	Event Name: 

SUCU Freshers Week Follow Up 26/27
	Event Date:
24/09/2026
01/10/2026
08/10/2026
	Event Venue/s:
Faith and Reflection Centre (FRC) – Event

	Total Attendees: 
Max 100
Expected 60-70

	Event Timings:

7pm-9pm
	Cooking: 16:30pm @ FRC Kitchen
Set up: 6pm @ FRC
Event Start: 7pm @ FRC 
Event End: 9pm @ FRC
Pack Down: Ends at 10pm @ FRC



	Event Breakdown

This includes everything happening at your event, including fundraising, food provision, any performance or sporting activity, etc.
	Guests arrive and shown to tables: 7pm 
Welcome/safety talk: 7:10pm (led by hosts)
Food Served: 7:15pm
Games start: 7:30pm
Closing talk and thanks: 8:45pm
Event ends: 9pm

Last week only:
Event is the same from 7-8:45pm then worship till 9:30pm


Cooking @ FRC Kitchen
Collet Stoves and pans from Burges Road Library: Before 16:30pm
Arrive at FRC Kitchen: 16:30pm
Clean all surfaces and equipment: 16:35pm
Cook: 16:40pm
Serve food: 7:15pm
Washing up and cleaning: 7:45pm
Return pans and stoves: After 8pm

	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)

	We are running our Follow-Up events over three weeks, aimed primarily at Freshers while also welcoming returning students and their friends. The events are designed to be fun and welcoming, while creating opportunities to explore Christianity and hear the gospel in an accessible, no-prior-knowledge-needed way. Each evening will include a meal, an activity, a short 10–15 minute talk, and time for discussion afterwards. On the third week there will be a small worship slot too hence the instrument risks.

	Volunteers hosting the event

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

Event Coordinators: Godwin Ankomah

Cooks to be confirmed. They will have Level 2 Food Hygiene Certificate

	Food provision

For full guidance on this click here. 

	The food will be prepared, cooked in the FRC Kitchen using equipment from Highfield Church and Burgess Road Library. All preparation and service will be overseen by at least one member holding a valid Level 2 Food Safety Certificate and one member holding a valid Allergen Training Certificate, both obtained within the last 12 months. 
A full menu and ingredient list, including all allergens, will be provided during service. Food safety procedures will be followed throughout preparation, cooking, storage, transport, and service, with temperature checks recorded in line with food safety legislation. Measures will be in place to prevent cross-contamination, including separate utensils and clearly identified service methods. For full details see risk assessment.
All members involved will adhere strictly to the approved risk assessment.

	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?

	On campus so University Security

Committee first aid trained:
Hannah Thomas

Venue also have appointed security team on site.

	Provisional Budget

If you would like a more extensive budget tracker, click here. 
	£35 for food per week

	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: 



	Business Contact Name: 
	Email Address: 

	Contact Number: 

	Arrival On Site: 


Departure time: 

	Company’s Risk Assessment Link: 
	Company’s Insurance Link: 
	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 
	Soft tissue injuries 
	All participants 
	3
	2
	6
	· Committee members will ensure any fall hazards have been removed before the start of the event.
· Committee will bring a first aid kit to the event. 
Committee members will ensure there is a phone available for emergency calls.
	1
	2
	2
	

	Setting up of tables and chairs 
	Musculoskeletal injury or bruising 
	All participants
	2
	3
	6
	· Committee members will ensure there is a first aid kit available.
· Committee members will ensure there is a phone available for emergency calls.
· Ensure that at least 2 people carry tables.
Setting up of tables and chairs will be done by organizers, committee and those offering to help with event. 
	1
	3
	3
	

	Spillages of drinks
	Slips causing injuries
	
	3
	2
	6
	· Committee will ensure to bring cleaning supplies to wipe up spillages. 
· Committee members will ensure the spillage is immediately cleaned up. 
· Committee will bring a first aid kit to the event 
· Committee members will ensure there is a phone available for emergency calls.
	2
	2
	2
	

	Food allergies
	Allergic Reaction 
	All participants
	2
	4
	8
	· Committee members will ensure Natasha’s Law is followed.
· Food will be labelled, and a full ingredients list will be provided.
· Provide disclaimers for food allergies.
· Committee members will ensure there is a phone available for emergency calls.
	1
	4
	4
	

	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 stair 
	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

	Inappropriate behaviour
	Bullying and harassment of participants
	All participants
	2
	3
	6
	SUSU believes everyone should be able to enjoy their time at university and all the experiences that go along with that. SUSU has a zero-tolerance approach regarding discrimination, prejudice, hate crime, racism, sexual misconduct, and any victimisation through any activity.
· Participants to be reminded to be respectful of others.
· Activity host to have read SUSU’s Expect Respect Policy.
https://www.susu.org/downloads/SUSU-Expect-Respect-Policy.pdf 

	1
	3
	3
	· Committee members to ask participants to leave if they are behaving inappropriately
Committee members to report inappropriate behaviour to SUSU’s Activities team (activities@susu.org)

	Insufficient Fire Safety awareness
	If a fire alarm is triggered, people may not know where to go- Crushing, falls, burns and smoke inhalation arising from induced panic, reduced space in buildings and external walkways, obstructed fire exits, build-up of flammable materials i.e. waste cardboard/boxes.
	Members
	2
	10
	5
	· ensure that members know where the nearest fire exist are and the meeting place is outside, should it be needed.
· Build-up of rubbish is to be kept to a minimum. Excess build up is to be removed promptly and deposited in the designated areas.
	1
	5
	5
	· All incidents are to be reported as soon as possible ensuring the duty manager/health and safety officer have been informed.
· Call emergency services and University Security (on campus) or venue staff (external venue)
· Emergency contact number for Campus
Security: 
· Tel: +44 (0)23 8059 3311
· (Ext:3311)
· Follow SUSU incident report policy

	Food preparation and serving
	Food poisoning or illness
	All participants
	3
	4
	12
	· Cook all food to safe temperatures (e.g. 63°C+ for hot holding, ensure rice and dairy-based dishes are thoroughly cooked). Follow https://www.foodsafety.gov/food-safety-charts/safe-minimum-internal-temperatures
· All “cooks” will have L2 Food Hygiene Certificates.
· All surfaces and equipment will be cleaned before hand to ensure there is no contamination.
· Avoid cross-contamination by using separate, sanitized utensils and chopping boards for raw and cooked foods (color-coded where possible). 
· Wear disposable gloves when handling ready-to-eat food and change them regularly.
· Label all food with allergen information.
	2
	2
	4
	· All incidents are to be reported as soon as possible ensuring the duty manager/health and safety officer have been informed.
· Call emergency services and University Security (on campus) or venue staff (external venue)
· Emergency contact number for Campus
Security: 
· Tel: +44 (0)23 8059 3311
· (Ext:3311)
Follow SUSU incident report policy

	Cooking Equipment
	Burns, Electric Shock.
	Cooks
	4
	4
	16
	· Ensure all electric hobs are PAT tested, maintained regularly, and visually checked before use.
· Only trained and authorised cooks are permitted to operate the equipment.
· Keep hob surfaces clean, dry, and free from grease or spills to reduce burn and electric shock risk.
· Use appropriate heat-resistant cookware and oven gloves when handling hot pans.
· Never touch the hob surface until it has fully cooled; clearly mark hot surfaces where possible.
· Ensure hands are dry before operating controls to prevent electric shock.
· Do not use damaged cables, plugs, or equipment — remove from use immediately if faults are identified.
· Keep flammable materials and liquids away from the hob area.
· Ensure clear access to emergency isolation switches and fire safety equipment.
· Supervise cooking activities at all times and do not leave hobs unattended while in use.
	1
	4
	4
	· All incidents are to be reported as soon as possible ensuring the duty manager/health and safety officer have been informed.
· Call emergency services and University Security (on campus) or venue staff (external venue)
· Emergency contact number for Campus
Security: 
· Tel: +44 (0)23 8059 3311
· (Ext:3311)
· Follow SUSU incident report policy

	Kitchen knives
	Cuts, lacerations, puncture wounds
	Cooks
	4
	4
	16
	· Only trained and competent persons may use knives.
· Use the correct knife for the task (e.g. chef’s knife, paring knife).
· Ensure knives are sharp and in good condition.
· Always cut away from the body and keep fingers clear of the blade.
· Use knives only on stable chopping boards with non-slip mats or damp cloths underneath.
· Never attempt to catch a falling knife — step back and allow it to fall.
· Carry knives point down, blade facing backwards, or in a knife carrier.
· Do not leave knives in sinks or under water where they cannot be seen.
· Store knives safely in a knife block, magnetic strip, or locked storage when not in use.
· Keep work areas clean, well lit, and uncluttered.
	1
	4
	4
	· All incidents are to be reported as soon as possible ensuring the duty manager/health and safety officer have been informed.
· Call emergency services and University Security (on campus) or venue staff (external venue)
· Emergency contact number for Campus
Security: 
· Tel: +44 (0)23 8059 3311
· (Ext:3311)
· Follow SUSU incident report policy

	 Electrical equipment e.g. laptops/ computers
 
	Injury, electric shock
	Event organisers and attendees
 
	2
	4
	8
	· Ensure no liquids are placed near electrical equipment i.e. kept of stage
· Ensure all leads are secured with cable ties/mats etc
	1
	4
	4
	1. Request support and advice from SUSU IT/Tech teams (e.g. via activities team) 
2. For external venues pre-check equipment and last PAT testing dates
· Seek medical attention as required

	Unmonitored Speakers causing feedback/deafening noise
	Hearing damage
Disruption to unrelated activities/complaint
	Those in the vicinity and potentially members of the public in the building/nearby
	4
	3
	12
	· Someone with relevant sound/tech training or know-how nearby to monitor levels
· Microphones/speakers turned off when not in use
· Volume kept low
· 
	2
	2
	4
	· 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

	Projector Screens
	Eye damage/strain
	
	2
	2
	4
	· Projectors will be setup a safe distance away from guests
· Projectors will be set to a safe brightness. 
	1
	1
	1
	· 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

	protest, discrimination against the event 
	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
· 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 
· 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
	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. 

 
	Godwin Ankomah
	1/09/26
	
	

	2
	Committee to read and share SUSU Expect Respect Policy 
	Godwin Ankomah

	1/09/26
	
	

	3
	Complete a financial assessment of the event
	Godwin Ankomah

	1/09/26
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	

	
	
	
	

	Responsible committee member signature 1: Godwin Ankomah




	Responsible committee member signature 2: Emmanuel Adu-Essah



	Print name: GODWIN ANKOMAH

	Date: 12/08/2026
	Print name: EMMANUEL ADU-ESSAH
	Date: 12/08/2026




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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